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PREFACE. 


Twrs work contains questions set on the Civil Account 
Code, Vol. I, at the various Government Examinations in 
India and original questions not covered by the foregoing, 
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each chapter as it is finished. The compiler is conscious 
that there are several imperfections in tho present work 
and that it is susceptible of considerable improvement. Ho 
will be glad to receive any suggestions or corrections which 
may tend to enhance its utility. 
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SIXTH EDITION. 


PART I. 

Instructions* to Officers generally in dealing 
with Treasuries . 


CHAPTER 1. 

General FRiNotpr.EB and Rules. 

Q. 1.— What is the general rule regarding the disposal 
of money reoeived by Government Officers in their official 
capacity ? 

A.— All transactions, to which the officers of Government in 
their official capacity are patties, most, without any reserva- 
tion, be brought to account, and all the money received be 
lodged in fall in the Government Treasury, to beoredited to the 
appropriate account and made part of the general treasury 

balance. (Art. 1.) 

* 

Note .— The appropriation of departmental receipts to departmental 
expenditure except when specially authorised is strictly prohibited. 

Q. 2,— Mention the oases in which the rale referred to 
in 1, is relaxed in tfee Civil Department, 
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GENERAL PRINCIPLES AND RULES. [OSAP. I. 

C 

A.— The rule is relaxed ii}the Civil Department — 

i. in the case of bhq Postal Department to afford facili- 
ties for the money order business ; 

ii. in regard to moneys received on account of the 
service of summonses, diet-money of witnesses, 
&e., in Civil, Revenue and Criminal cases ; 

V 

« iii. in the case of Government Servants appointed -Nota- 
ries Public under Act 26 of 1881, who are allowed 
to defray all legal expenses incurred by them in 
tlie discharge of their duties as such Notaries 
Public, out of the fees received- by them, the 
balance only being credited to Government j they 
will uote in the credit slip the full amount of 
the fees received and, per centra , the expenses dis- 
bursed therefrom. (Art. 1 , a, b, fy c.) 

Q. 3* — -What are the exceptions to the rule that nothing 
Bhould be kept apart from the general treasury balance, or 
be received for safe custody and kept out of account, or be 
received at all except under ordinary rules and describe the 
procedure adopted in such exceptional cases ? 

A.— If, for special reasons, Government direct the cash 
chest of another department to be lodged in the treasury for 
safeouslody, the fact should be reported for the information of 
the Accountant-General and a register kept in the treasury, in 
which the receipt and return of the chests, should he duly 
acknowledged, the key or keys of the chest must not be kept 
by the treasury. Jn case also of money arriving from a dis- 
tance too late in the day for examination, it may be kept in 
sealed bags under double lock, but only until the following 

day, the fact being recorded in the register mentioned above. 

# 

2. Bullion, jewellery and other vulnables coming into* the 
hands of a. Government officer in his official capacity may be 
received for safe custody at the discretion of the District 
Officer.^ (Art. 2.) 
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* • • 

Q. 4. — What particulars ^should the memorandum 

(chalan) require^ of persons paying money into a Govern- 
ment Treasury show ? 

A. — The memorandum (chalan) should show distinctly the 
nature of the paymeut and the person or officer .on* whose 
account it is made, and will thus contain all the information 
necessary for the preparation of* the receipt to be given in 
exchange. (Art. 3.) 

Q. 5. — -Who are authorized to grant receipts referred 
to in Q. 4 ? 

J 

A. — Receipts for sums less than Rs. 500 do not require the 
signaturo of the Treasury Officer, but only of the Accountant 
and the Treasurer, except receipts for money paid for service 
stamps which should always be signed by the Treasury Officer. 
(Art. 3.) 

Q. (5. — Whoso duty is it to soe that the dues of Govern* 
ment are rogularly paid into the Treasury ? 

A.— It is ordinarily the duty of the Revenue Department 
concerned and not of the Account Department^ to see that the 
dues of Government are regularly paid into the Treasury. 
(Art. 4.) 

Q. 7. — Explain generally without going into full details 
a Treasury officer's duties in respect of receipts and 
payments at a Treasury. 

A.— A Treasury Officer has no general authority to deal 
with demands , presented at the Treasury ; his authority to 
make payments being strictly limited to the rules in the Account 
Code. If a demand of any kind is presented at* a Treasury 
whidh is not- provided for. by the rules .in the Code or. is not 
covfened by a special order received from the Account pflBcjk the 
duty of the Treasury Officer is to decline payment for.vrartf of 
authority. *A Treasury Oftioer'Has rip general authority to act 
under an order of Government sanctiomrig a paymehWnlese it 
is an express order to him to make the payment ; am$e*e$ snob 
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* • ' 
special orders should, in the absence of urgency, be sent 

through the Accountant-General. (Art. 5.) # 

JToi#.— The sanction of the Accountant-General is not necessary for 
the amounts already drawn and refunded. 

Q. 8. — Ib there any 9 limit to the time after which a 

Treasury Officer has authority to pay bill for any allowance 

due? * 

* 

A. — No bill for any allowance not claimed within eix 
months of its becoming due oan be paid without the sanotion of 
the Acoonntant-General. (Art. 5.) 

Q. 9.— Mention a case in which the above olauBe referred 
to in Q. 8, is relaxed ? 

A. — This danse is relaxed in the case of disbursements 
made by Forest Disbursing OlSoers. (Note to Art. 5.) 

Q. 10. — Who should authorize the payment of claims 
to arrears of pay or allowances or to increments which have 
been allowed to remain in abeyance for a period exoeeding 
two years ? 

A. — Local Government. (Art. 5.) 

Q. 11.— May payments be made on acoount of increases 
to pay ? 

A.— No payments may be made on account of increases to 
pay until the additional expenditure thereby caused has been 
provided for in the estimates and duly sanctioned. (Art. 5.) 

Q. 12.— Are periodical increments of pay provided for 
in the Estimates f 

A.— Periodical increments of pay an not provided for in 
the Estimates. 

Q. J3,— Are- periodical increment* and “ increases to 
pqr % mean the same thing ? 

» *> ^s-Va 
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• 1 9 

• i * 

Q. 14.-— How should a person having* a claim against 
Government present his voucher ? 

t A.— ‘Any person having a claim against Government will 
present his voucher duly receipted, and, if necessary, bearing 
a stamp. (Art. 6.) 

Q. 15. — What is the general rule regarding vouchers 
bearing receipt stamps ? 

A. ' The general rule is that receipts for all Bums exceeding 
Rupees Twenty must be stamped. (Art. 7.) 

Q. 16 — State the cases in which a Treasury Officer may 
accept and pity a bill which does not bear a receipt stamp. 

A. — The following are the cases : — 

(а) Receipts given by or on behalf of Government. 

(б) Receipts or Cheques sufficiently stamped or 

exempt from Stamp Duty. 

(c) Receipts for interest on Government Securities, 

(d) Receipts for withdrawals from Government 

Savings Bank. 

(«) Receipts on Postal money orders.* 

(/) Receipts granted by a Railway Company for 
freight and fares. 

(g) Receipts for pay and allowances of Non-Com- 
missioned Officers and Soldiers of H.M.’s or 
the Indian Army when serving in such capa- 
city, or for their pensions. 

(ft) Receipts for any payment of money without 
consideration, such as receipts for grant-in-aid 
bills, and for fees paid to Barristers-at-Law. 

Q. 17.— Do the following documents require receipt 

fifofcpf 

/ vv PuWfo Works cheque. 

it. A receipt for am advance taken by a Govern* 
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iii. A cheque drawn c^i account; of a LocaHfund. 

A. — far Public Works cheques are exempted from stamp 
duty. (Art. 7, para. 2.) 

ii. Receipts for advance taken by .Government Officers 
are not exempt from stamp duty. ( Ait. 8 e.) 

iii. Cheques or receipts! drawn on account of Incorporated 
Local .Funds and District or Local Boards estab- 
lished under the scheme of Local Self-Government 
arp not exempt from Stamp Duty, (Art. &d.) 

Q. 18. — What aro the documents that require receipt 
stamp ? 

A. — (a) Cheques or receipts drawn by a Railway company 
including a company to which a State Railway 
has been leased, or by a Municipality. 

(b) Cheques or receipts signed by a. Government 

Officer as Chairman of a Municipality. 

(c) Cheques or receipts drawn on account of Canton- 

•ment and other excluded Local Funds. 

(d) Cheques or receipts drawn on account of Incorpo- 

rated Local Funds and District or Local Boards 
established under the scheme of Local Self- 
Government. 

(e) Receipts for advances taken by Government 

officers. 

(/) Receipts for amounts of emigrants’ money orders. 

(g) Receipts for refund or repayment of deposits, 

(h) Receipts as Acquittance Rolls of Establishments. 

(i) Receipts* drawn by the Accountant-General or 

Treasurer of Charitable Endqwments on account 
of interest on Municipal debentures kept in his 
custody .as ordinary Trust Funds or Charitable 
Endowments, (^ri, &.) 
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• * 

Q. 19. — Is stamp duty chargeable on the following 

documents ¥ 

i. Cheques drawn by — 

(a) Government Officers on Government account. 
(A) District Hoards. 

(c) Municipalities. 

(d) Railway Companies. 

ii. lie’ceipts to bo granted for — 

( e ) Advances taken by Government ‘Officers. 

(/) /ntorest on Government Securities. 

(g) Refunds or repayments of deposits. 

(A) Postal money-orders. 

A.-— i. (a) Cheques drawn by Government Officers on 
(Sovernment account are exempt from stamp 
duty. (Art. 7 a.) 

( b ) Cheques drawn by District Hoards are charge- 

able with stamp duty. (Art. 8 d.) 

(c) Cheques drawn by Municipalities are charge- 

able with stamp duty. (Art. 8 a.) 

(d) Cheques drawn by Railway Companies are 

chargeable with stamp duty. (Art. 8 a.) 

ii. ( e ) Receipis granted for advance taken by Govern- 
ment Officers are chargeable with stamp 
duty (Art. 8 e.) 

(/) Receipts for interest on Government securities 

are exempt from stamp duty. (Art. 7 e •) 

* 

(g) Receipts for refunds or repayments of deposits 
are chargeable with stamp duty. (Art. 8 g.) 

(A) Receipts on postal orders are exempt from 
6tamp duty. (Art. 7 A.) 

Q, 20. — Estate what all should be observed in the 
preparation aud form q $ vouchers, . . 
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c 

A. - (a) Printed forms of^ vouchers in English should be 
adopted as much as possible,; but when, from 
any circumstance, a vernacular voucher is 
unavoidably necessary, a bi-liagual iorm 
should be f used. A specimen which will serve 
as a general guide is given as Form SI for de- 
posit vouchers and may be obtained from the 
local Aoco u ntan t - General . 

(t) When the use of a purely vernacular .voucher 
is unavoidable, a brief abstract should be 
endorsed in English under the signature of the 
preferring officer, stating the amount, the name 
of the payee, and the nature of the payment. 

(<0 The amount of each voucher should be entered 
in words as well as figures and care must be 
taken not to leave spaoe for fraudulent altera- 
tions before or after eithe/ entry. The form 
for stating an amount in words should be 
“ Rnpoes only ” or “ Rupees annas 

eto.,” the written amount filling the whole 
©space between “ Rupees ” and “ only " or 
44 annas.” 

(d) All corrections and alterations in voucher should 
be attested by the initials of the person signing 
the receipt ; any in the orders of payment must 
be attested in the same way by the Treasury 
Officer and a fresh voucher called for. 

(•) Charges against two major heads should not be 
inoluded in one voucher but the Treasury 
Officer will not take exception to a voucher on 
this. ground unless tb«%e*ns require different 
ftfom him, such as entry ,in different 
registers. This order 4oes not apply to the 
allowances of an officer, or of an establishment, 
** mh&lp of 

. tfrtmtt belonging to two or more 
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(/) Unless the Local iGovernment has expressly 
authorized it in the case of any specified office, 
no payment may be made on a voucher or order 
signed by a clerk instead of the head of an 
office, although in thq absence of the latter the 
clerk be in the habit of signing letters for him. 
Nor may any moneys be paid on a voucher or 
orders signed with a stamp. When the sig- 
nature on a voucher is given by a mark or seal, 
it should be attested by some known person. 

( 9 ) Biljs requiring previous countersignature should 

be returned unpaid if presented without such 
countersignature. (Art. 9.) 

Q. 21.— What action is required of a Treasury Officer 
when charges against two major heads are included in ono 
bill ? 

A. — When charges against two major heads are included in 
one bill, the Treasury Officer should not refuse payment unless 
the items require different action from him such as entry in 
different vouchers. But the whole allowances <*f an officer or of 
an establishment even if belonging to two or more major heads 
of account should be drawn in a single bill. (Art. 9 e.) 

Q. 22.— What action is required of a Treasury Officer 
on presentation of a claim which, on the face of it, is dis- 
putable ? 

A. — A Treasury Officer must not honor a claim which on 
the face of it is disputable ; he will request the claimant to 
refer the question to the Accountant-General. (Art. 10.) 

Not#.— He (the Treasury Officer) cannot undertake correspondence 
for an officer making a claim to any special allowance, but will request 
him *to address the Accountant-General either direct or through his own 
official superior. 

Q. 28.— What should a Treasury Officer do on presenta- 
tion of a claim ? 

% 
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i * 1 ' * 

A* — The Treasury Oftoej has to satisfy not only himself* 
but also the Account Department that the jlaim ia valid and 
has further to prove that the payee has actually received the sum 
charged. Careful attention must therefore he giv«n to tie 
rules .regarding the completion of vouchers referred to in 
Art. 9 (vidj Am to Q> 20). The Treasury Officer must 
have sufficient information as to the nature* of every payment 
he b’.raaking and is without excuse, if he accepts a voucher 
which does not formally record that information. (Apt, 11.) 

Q. 24. — Why is it necessary that tho note explaining 
the amount of cash and transfer receipts ^should be in 
bilingual form ? 

A. — Because it is important that the guard or messenger 
who receive the money Bhould ascertain that the amount 
stated agrees with tho actual cash or drafts delivered to him ; 
and when the person is unable to read, fhe Treasury Officer 
should himself explain to him the amount entered on the note. 
(Note 2 io Art. 11.) 

Q. 25.— May a Treasury Officer ever issue a duplicate 
receipt for mc*ioy paid into the Treasury ? 

A.— No Government officer may issue duplicates or copies of 
receipts granted for money received, or duplicates or copies of 
bills or other documents for the payment of money which has 
already been paid, on the allegation that the originals have 
been lost. 'If any neoessifcy arises for such a document, a 
certificate may be given that on a specified day, a certain snm, 
on a certain aoconnt, was received from or paid to a 
person; This prohibition extends only to the issue of duplicates 
on the allegation that the originals have been lost, and does not 
apply to oases, in which, by existing rules, duplicates are 
prepared and tendered with the originals. In the case of % bill 
IMMsed for payment at a treasury but lost before being cashed, 
:■«* 'ia tbb" oasft" of a $ 

.yaype^; flhi ofl|4j* Vhb 
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’ \> 
the original^ before he issues ajduplicate, which should bear 

distinctly on it$ t face the word “ duplicate M written^ in red 
ink. # ( Art. 12.) 

Q. 28.— What action is required of a Treasury Officer 
in the following case f 

Before payment of issue of a duplicate of a bill passed for 
payment but lost before being dashed. 

A.-rBefore payment of issue of a duplicate of a bill passed 
for payment but lost before being cashed, the Treasury Officer 
should ascertain from the Treasury that payment has not 
been made on4he original bill. (Art 12.) 

Note . — The duplicate should boar distinctly on its face the word 
** duplicate ” written in red ink, 

Q. 27. — Describe fully the responsibilities of drawers 
and payers of bills for salaries, &c., stating who is to be 
held answerable tor overcharges ? 

A. — The responsibility for an overcharge will rest pri- 
marily with the drawer of the bill, and (failing recovery from 
him) the overcharge will be recovered from the Treasury Officer 
or the countersigning officer, only in the event *>f culpable neg- 
ligence in either of them. 

Note . — The Treasury Officer is required to examine the accuracy of 
the arithmetical computations in a bill. (Note to Art. 13.) 

Q. 28.— What should the Accountant-General do when 
the charge is irregular or is in excess ? 

A.-— Accountant-General should proceed to remove the 
irregularity or recover the excess through the Treasury Officer 
usuaUy« however, issuing a warning slip to the officer con- 
cerned ; and if anything more is due (unless the amount be 
insignificant) inform the officer accordingly leaving him to 
j^irfer the additional claim or not as he thinks proper. (Art. 14,) 

Qj 2&.?^What should a Treasury Officer do on receipt 

fre<!#u^y Officer attention 

“f m^owmdam 
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*within a week, or send a letter explaining the cause of delay. 
(Art. 15.) 

Jfofe.— The fact that some of the objections aro still under reference 
is no reason for keeping back the Statement. Snob oases can be excerpted 
for subsequent explanation. 

Q. 30 — Describe in full the procedure to be adopted 
when the Accountant-General disallows a payment or an 
allowance as unauthorized. 

A. — When the Accountant-General disallows a payment or 
an allowance as unauthorised, the Treasury Officer is bound not 
only to recover the amount disallowed without l^tening to any 
objection or protest, but to refuse to pay it in future till the 
Accountant-General authorises the payment to be resumed. 
Treasury Officer must not, when a retrenchment is ordered, 
enter into any correspondence with cither the Accountant- 
General or the officer placed under retrenchment ; it is his duty 
simply and promptly to carry out the orders he has received 
and to leave the person aggrieved to his remedy in ordinary 
course. (Art. 16.) 

Q. 31 . — How are recoveries made ? 

• 

A. — Recoveries are not ordinarily made at a rate exceed- 
ing one-third of salary unless the officer affected has, in receiv- 
ing or taking the excess acted, contrary to orders or without 
due justification* (Note 3 to Art. 16.) 

Q. 32.— State the rules prescribing the form of cheques 
and cheque books to be used for drawing money from 
Treasuries and the method in which they should be kept. 

A. — Cheque forms intended for the use of officers who are 
authorised to draw in Treasuries by cheques, should be bound 
in books with counterfoils. Each book should bear a number 
which should be repeated upon each cheque contained in It ; 
together with a consecutive number of the cheque form and the 
drawiog officer should notify to the treasury upen which he 
draws the number of the Cheque-book which he trom time to 
^isse brings into use* Outside She book there should be an. 
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order to keep it under lock and \key in the personal custody of 
the drawing officer, who, when relieved, should take a receipt 
for the correct number of cheques made over to the relieving 
officer, a specimen of whose signature should be forwarded to 
the Treasury concerned by the relieved officer. (Art. 17.) 

For cheque forms printed and issued under the supervision 
and orders of the Accounts Department the use of a special kind 
of paper protected by a water-mark has been prescribed and 
this kind* of paper only should be UBed both in the case of 
cheques drawn on Treasuries as well as that drawn on the 
Presidency Banks and their Branches. • 

Q. 33. — To whom should cheques drawn on Govern- 
ment account on Presidency Banks and thoir Branches be 
addressed ? 

A. — To the Bank itself and not to any other officer thereof. 
(Art. 18.) # 

Q. 34. — How should a cheque drawn on Government 
account on the Tulicorin Bank of the Bank of Madras be 
endorsed ? 

A. — The cheques should be endorsed thus “ Bank of 
Madras, TuHcorin.” (Art. 18.) 

Q. 35. — What should an officer who usually draws or 
countersigns bills payable at a Treasury or Sub-Treasury 
do when he makes over charge of his office to another ? 

A. — He Bhould send a fac simile of the relieving officer’s 
signature to the Treasury Officer or Sub-Treasury Officer, in 
order that the latter may satis fy himself as to the validity of 
the bills presented by him. (Art. 19.) 

Q. 36. — What course should be followed by a Trea- 
sury Officer whenever any defalcation or loss of public 
money, stamps or opium is discovered in a Government 
Treasury ? 

A. — Whenever any defalcation or loss of public money, 
stamps or opium is discovered in a Government Treasury, or 
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* • 

‘other office or department wkicli is und*T the audit of th* 
Accountant-General, the face should be immediately reported 
to the Sfccouutant-Gencral, even when such loss has been made 
good by the person responsible for it ; and when the matter has 
been fully inquired into, a further and complete report should 
be submitted of the nature and intent of the loss, showing the 
errors or ncgle< t of rules, by which such loss was rendered 
possible, and piospects of effecting a recovery. The submis- 
sion of such report does not debar the local authorities from 
taking any further action winch may be deemed necessary* 
(Art. 20.) 

Q. 37. — Arc erasures permitted ? If not) what course 
should be followed ? 

A. — Eiasures in any account, register, schedule or cash- 
book are absolutely forbidden , if any correction is necessary, 
the incorrect entry should be cancelled neatly in red ink, 
and the coirect entry interlined . the head of the office should 
set his initials to each of such corrections in authentication. 
(Art. 21 ) 


UHAPTKR 2. 

Check on Rkcnipis. 

Q. 38.— What do you understand by departmental 
receipts t How are they watched ? 

A. — By departmental receipts it is meant, departmental 
revenue (ey., Land Revenue, lixoise, Stamp, Jail Receipts, 
Registration Receipts, Ac.), the duty of seeing that the dues 
of Government are regularly paid into the Treasury rests with 
the Departmental Controlling Officers, who receive from their 
subordinates accounts and returns claiming credit for so much 
I>aid into the Treasury, and to whom the Aocoqnt*nt*Gene**l 
sends for comparison with these, extracts from bis accounts 
showing the amounts brought to credit in them* ^ 

U any wrong credits are thus brought to t he notloe ef the 
SwteoHiBg Officer* h» tefangj 
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• ■ 

Several with a vi^w to the eovijction of the accounts. If any 
credits are claims, but not found iu the accounts, it ig usually 
more convenient to make enquir ce Hist of the departmental 
officer. (Art. 22.) 

Note, - It is essential that the DopaAmonhil Controlling Tlflccr's 
account should not be compiled from r» tnr s prepared by the Treabury. 
But the Treasury Officer is, in some cases, required to verify ri turns 
prepared for submission to Department.il Controlling Offi< crs. v 

Q. 8ft.*— Doscribc briefly tho procedure proscribed for 
ohecking tho receipt of finos. ? 

* 

A. — i« Incite case of fines, the duty of checking the receipts 
is laid upon the Accountant General, to whom a 
monthly return of all fines realised, and of all 
remittances of fines to the treasury, should be 
transmitted by every Court having the power to 
fine. 

* 

Note .— Fines which, under competent authority, are credited to a 
municipal or oilier local fond, will bo excluded from thia return. 

ii. In order to secure that- returns are received from 
every Court having such power^it will be con- 
venient to arrange for their collection by the head 
of every department in the district (the Collector, 
tho Judge and the Magihtrafe), and their 
transmission by tLat officer. The retnrn shonld 
be compared with the Treasury figures before 
being despatched. The best means of ensuing 
the comparison will probably be for the Court to 
despatch its return through the Treasury Officer . 
who will certify to the agreement with his books 
or will have the return corrected by the Conrt 
before he transmits it. (Art. 23.) 

Q% 40.— What are Miscpllaneous demands of Govern- 
meat? 

A.—Hisoellaneous Demand* of Government are those that 
<#• Hot fall •within rbe ordinary revenue administration. Such 
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from Municipalities, contr&ajfesis and others towards the cost 
of stai^establishmenfc, &c. (Art. 24.) 

Q. 41. — When are Native States responsible for f) the 
cost of maintenance of convicts imprisoned in British Jail ? 

A*— Native States are m some cases responsible for the 
cost o£ maintenance of convicts imprisoned in British Jails for 
offences committed in such States. 

Q. 42. — Wliat should the jail officials do in rospeet to 
the convict charges due from Native States ? 

A. — The Jail officials should, in each case communicate to ^ 
the Accountant-General any amount recoverable on this account 
and the Accountant-General will then see to its due recovery. 
(Art. 25.) 


CHAPTER 3. 

Salaries and Allowances : General Rules. 

Q. 43. — When may monthly salary bills be signed ? 
In what cases ^mav payment ho made before the end of the 
month : — 

(a) of salary due to date ? 

(b) of salary for the whole month or more ? 

A. — Salary bills may be signed at any time on the last 
working day of the month by the labour of which the salary is 
earned, and are due for payment on the next working day. 

(a) In the following cases : — 

(L) When an officer proceeds on leave (other than privi- 
lege leave) lasting beyond the end of the month 
in which the leave is taken or on Deputation to 
Europe? « 

(2) When an offioer is transferred from the Civil Depart- 
ment to tbe Military, Public Work^ Marine or 
Postal Department, or is transferred in the Civil 
Department to another Provide?, 
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(3) When an officer fiddly quits the service of Govern* 
9 njent or is transferred to foreign service, 

(b) If the first six days of a month are pubfie holidays 
* on whioh salaries are not disbursed at the 

Treasury , the Locpl Government mpy, if it 
thinks fit, direct the payment of establishment 
bills (bat not of salary bills of Gazetted officers) 
on the last open day before the said holidays. 
(Art. 26.) 

Q. 44.— Salary bills may be signed only on the last 
day of the month for which the salary is due. Are there 
any exceptions to this rule ? If so, mention them ? 

A.— Yes. In the following oases 

(a) When an .officer proceeds on leave (other than 

privilege leave) lasting beyond the eud of the 
month in which the leave is taken or on deputa- 
tion to Europe. 

(b) When an officer is transferred from the Civil 

Department to the Military, Public Works, 
Marine or Postal Department or is transferred 
in the Civil Department to another Province. 

(c) When an officer finally quits the service of Gov- 

ernment or is transferred to Foreign service. 

(d) If the first six days of a month are public holi- 

days ou whioh salaries are not disbursed 
at the Treasury, the Local Government may 
direct the payment of establishment bills 
(but not of salary bills of Gazetted Officers) 
ou the last open day before the said holidays. , 

(e) In the ctsse of officers and establishments accom- 

panying Government to hill stations, salary 
bills drawn at the hill station for payment 
it the provincial capital or vice vend may be 
signed one, two or three days before the end 
of the month, though they will not be due 
fbir payment before the first working day of 
the om* (Art* 96*) 
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* Q. 45.— State the conditions under which the last pay- 
ment o^salary may be made by a Treasury Officer to 
a Gazetted Officer or to an Officer whose pay is drawn on 
salary bill form, finally quitting the service of Government, 

A.— The Treasury Officer should satisfy himself by refer- 
ence both to the Accountant-General and to his own records, 
that there are no demands outstanding ngainst him. (Note 2 
to Arfc.*26.) 

Q. 46.— State the procedure to be adopted in the case 
of a bill presented by the heir of a deceased officer, 

i 

A. — The salary due to a deceased officer should be paid to 
his heirs to the extent of Rs. 500 in each case, after such enquiry 
into the right and title of the claimants as the Collector or 
other officer responsible for the payment may deem sufficient. 
If, however, there is any reasonable doubt regarding such 
claim or title, or the amount due exceeds Rs. f 500, the payment 
should be made only to the person duly authorized to receive 
assets belonging to tbe estate of the deceased. Any person 
claiming as the heir of a deceased pensioner should be required 
to produce the pensioner’s half of the Permanent Pay order, or 
if no Permanent Pay order has been issued the copy of order in 
which sanction to pension was communicated to the pensioner 
or his heir. (Art. 27.) 

Q. 47. — Is it necessary that the death of every European 
officer should be reported to Government ? 

A. — Yes, The death of every European officer of Govern- 
ment, other than an officer of the Indian Civil Service or the 
1 Army or Navy must be immediately reported by the head of 
his office, to the Government under which he was serving which 
will announce the circumstance to the Secretary of State. 
The death of such positioners should be similarly reported, but 
by the Account Office. (Art. 28,) 

Q. 48. — Explain fully the term “ Last Pay Certificate.” 

A.— The Last Pay Certificate is the certificate granted to 
in officer on transfer Speo^fyin^|the last regular or monthly 
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payment. It provides for detijl of the fund deductions. An i 
in it should be # entered all demands against the departing 
officer of which notice may have been received. (Art. 29.) 

Q. 49. — May a Treasury Officer pay salary to an officer 
to whom he has granted a Last Pay Certificate ? • 

A. — No. A Treasury Officer must be careful not to pay 
salary to an officer to whom he has granted a Last Pay t Certi- 
ficate, unless the certificate is first surrendered. (Art. 29.) 

Q. 50.— What should the Last Pay Certificate specify 

ih case of transfer of an officer from one district to another ? 

* 

A. — In all cases of transfer from one district to another, 
the Last Pay Certificate should specify the last regular or 
monthly payment, and the entire salary for the month in which 
transfer has been made should be paid in the new district. 
(Art. 29.) 

Q. 51. — Through whom should the ageuts make arrange* 
ments for the execution of Bond of Indemnity for drawing 
leave allowances, &c., of officers. 

A. — Through the Comptroller-General. <iArt. 30.) 

Q. 52. — On whom does the duty of noting fund deduc- 
tions from pay bills devolve ? 

A.— The duty of noting the proper deductions to be made 
from pay bills on account of funds devolves on the drawers of 
the bills, but no discretion is allowed iu carrying out an ordel 
received from the Accountant-General or a Fund Examiner, to 
make any particular deduotion. (Art. 31.) 

Q* 53,— State tbe exception to the rule “the duty of 
noting the proper deductions to be made from pay bills on 
account of funds devolves on the drawers o! the bills/ 1 

♦ 3 

A» — The Treasury Officer must, however oheck the deduc* 
tions in the»case of the Annuity Fund and the Indian Civil and 
Indian Military Service Family Pension Regulations* (Note 
to Art* 31.) 
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Q, 54, — State the eases in^frhich income-tax is not levied 
6n the^terest on Government Securities ? c 

A. — Interest on seenrities is exempt if the securities, are 
held by or are the property of:— 

(1) Service Fund dr Friendly Society 

(2) A University or other association or body existing 
solely for educational purposes. 

(3) A local authority, such as a Municipal Committee, 
District Board or Port Trust. (Art. 32.) 

Q. 55. — Are the salaries of officers serving outside of 
British India whose services have been lent t'e and whose 
salaries are paid by Native States liable to Income-tax f 

A.— Not liable to Income-tax. (Note 1 to Art. 32.) 

Q. 56.— For the purpose of lnooma-tax what allowanoe 
does “ salary ” include and what allowanoe does it not 
include ? 

A.— For Income-tax purpose, salary includes allowances, 
fees, commission and perquisites or profits received in lieu of or 
in addition to a fixed salary in respect of an office or employ- 
ment of profit. (Art. 33.) 

Wof«.-^Local and Exchange Compensation allowances are Mfcjeot to 
the tax, and no part of a consolidated pay is exempt. 

Sewards for passing examination are also taxable. (Art, 33.) 

The following allowances are not included t— ■ 

(1) Travelling allowanoe. 

(2) Tentage. 

(3) Horse. 

(4) Sumptuary. 

(5) Any allowance granted to meet specific expenditure 

sm?h as house-renfc, compensation for dearness 
of provisions. 

p) Sohohwwlnps ft granted la melt the east of edu> 

artbaBu 

m ffWiftjl iHtfrn 

- Aif the jWItowiag to Income-tax I 
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(a) Personal allowandj. 

(b) Local allowance. 

(c) Sumptuary allowance. 

(<f) Exchange compensation allowance. 

(e) House-rent allowance. , 

A. 

(•) Yes. 

( b ) Yes. 

<c) No. 

(d) Yes. 

(«) No. (Art. 33.) 

Q. 58.— -What are the restrictions under which premium 
paid to an Insurance Company, Service Fund, Mutual 
Benefit Fund or other legally established association is 
exempt from income-tax. 

A — The restrictions are — 

(a) That the total amounts deducted do not exceed one- 

sixth of the salary for the year ; 

(b) That the claim to exemption on account of premium 

paid is made within six monihs.fr om the last 
day of the financial year during which the 
premium was paid. (Aiti 34.) 

Note. — The above deductions are not to be taken into aoeount In 
determining whether the income is liable to the tax or fat deter min in g Ike 
rate at whioh the tan shall be levied. 

Q. 59.— State the chief rules regulating the dedaotfon 
of Income-tax from salary bills. 

A. — The tax is leviable upon the gross salary, subject, how- 
ever to deduction of each portion of the salary as— 

(1) k deducted under the authority or with the per- 
nrissio* of Government for the purpose «f tenuring 
a dsforrad annuity for the officer himself or * 
provhnoa for his wife or iduldwnafter has deaths 
4« W 'oMaett lutmasB fVi— ar it 

Omiiori jfajfaufcl Fm^ Tniifm^jr 
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Society or otbfr legally established association 
in respect of An insurance or defeated annuity on 
his own life or on the life of !his wife ; 

(3) is paid into any Provident Fund established 'under 
the authority or with the permission of Govern- 
ment and is not repayable to the officer at his 
option so lon^ as he remains in the service. 

(4) is compulsorily stopped from salary by the orders 
or with the approval of Government for payments 
to Regimental Mess or Band Funds or the like. 

• 

(5) is deducted as fine inflicted by the Jiead of an office 
or department or by Government. (Art. 34.) 

Q. 60. — At what rate the tax is leviable ? When is 
salary exempt from the tax ? 

A. — If the salary, annuity or pension amounts to Rs.166-10-8 
per mensem the amonnt recoverable is 5 jsies in the rupee or if 
less than the above but not less than Rs. 83-5-4 per mensem, 
the rate is 4 pies in the rapee. (Art. 36.) 

The tax is not leviable on the salary of any officer, warrant 
offioer, non-commissioned officer or private of H.M.’s Forces 
or of H. M/s Indian Forces who is not in an employment which 
according to the ordinary practice is held by military persons 
aud civilians and whose Balary does not exceed Rs. 1,000 per 
mensem. (Art. 36 a.) 

Q. 61.— A drew in a month his salary Rs. 80. Should 
deduction be made on the pay on account of the tax if the 
salary of other months has been such as to bring the salary 
of the year up to Rs, 1,000 ? 

A. — No. The tax on salary should be deducted with 
reference to the salary of each month separately. (Art. 37.) 

Q. 62.— X drew «in January, February and March J£)04 
his Balary Rs. 86 in the months in which it was due ; and 
laoolhe Tax was deducted from the salary for those months, 
buthis total income during the year was less than Rs. 1,000* 
1&r Income Tax liable tt> be reminded ? If so, how f 
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A.— Yes. The refund should Ej made by the officer through 
whom the tax ^as originally collected on tlie certificate oi/he 
Collector to tlie effect that the total income of X for tfie year 
did not* amount to Its. 1,000. (Art. 37.) . 

Q. 68.— -How is tax levied on a gratuity ? 

— The tax is levied on a gratuity with reference to the 
total of the gratuity and salary drawn by the gratuitant in the 
year of payment. (Art. 38.) 

Q. 64— Can the Accountant-General, as head of his office, 
when paying a salary to a clerk of his, questiqn the reci- 
pient as to liis 4 >tlier income ? 

A. — No. He should simply deduct the tax solely with 
reference to the month’s salary or the total of salary and 
gratuity paid during the year, as the case may be, unless the 
Collector brings to his notice that the recipient has other income . 
(Art. 39.) 

Q. 65. — R. utilises the interest accrued on Government 
Securities for Public Charitable purposes. Should deduc- 
tion be made on account of Income Tax, when it is known 
that his income from all sources is Rs. 50,000 ppr annum. 

A. — No deduction should be made on account of Income 
Tax, when the interest thereon is employed solely for public 
charitable purposes. (Art. 40.) 

Q, 66. — How are deductions charged in accounts ? 

A. — Accounts deducted from bills, &c., are not to be 
credited in the cash book, as the net amounts will be charged, 
but the deductions most he clearly recorded on the vouchers 
on which payment is made. (Art. 41.) 

Q. 67. — What is “ Exchange Compensation Allow- 
ance u ? State precisely the class of officers to whom it is 
granted and the nature of the emoluments on which it is 
calculated (a) in the case of Civil Officers subject to the 
rules in the Civil Service Regulations and (b) in the case 
oi Military Officers. 
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A. — Exchange Comperaation Allowance is a provisional 
addition to salary, calculated on the difference between the 
gold value of half-salary, at the market rate of exchange and its 
value at a privileged rate, 1#. 6d. per rupee (41 X), and 
grapted to all European and Eurasian officers appointed in 
England by Government who are not Statutary Natives of 
India. (Art. 41 b ) 

(а) Pay and acting allowances. 

(б) Pay and acting allowances, and staff salary. 

Q. 68. What does the term Europe referred to in Art. 
41 b include f 

€ 

A. — It includes the English-speaking people. 

Q. 6(1. — Is a son of a Native of India by an English 
mother eligible for the allowance f 

A.— No. 

Q. 70. — To whom do the orders isfiued by the Govern- 
ment of India on the snbjeot of Exchange Compensation 
Allowance apply. 

A. — The orders apply only to officers paid from general 
revenues. (Art. 41 b.) 

Q. 71. — State briefly as to the admission of Exchange 
Compensation Allowance to an officer appointed in India, 
(a) on or after the 1st April 1897, and (b) before tbe 1st 
April 1897. 

A, — («) As regards officers appointed in India on or after 
the 1st April 1897, a certificate of eligibility 
for exchange compensation allowance will be 
granted on appointment by tbe Government by 
or nader which tbe appointment is made. The 
certificate will set forth the grounds upon 
wh!oh the officer to whom it is granted is 
deemed to belong to the class of public servants 
who supply the Indispensable European ele- 
ment in the administrative body of Indian 
officials. 

7" Jr 
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(5) la tbs mm of offiqtiw appointed in India before the* 
* let of April l§9/,*anob a oertificate on appoint' 

mSnt ia not required, but the orders ofCforern- 
ment under whioh they are now serving should 
he obtained) as to their eligibility to reoeive 
the allowance* (Art.*41c.) 

B.B.-— Such Officers as have obtained such certificates or orders can be 
given the full benefit of exohange compensation allowance. 

% 

Q. 72* — Is Exchange Compensation admissible to an 
officer, in Government service, holding only an officiating 
appointment but without a substantive appointment ? 

A. — Yes- * He is not debarred from Exchange Compensa- 
tion Allowance. (Note 2 to Art. 41 c ) 

Q. 73,-^To whom is Exchange Compensation Allowance 
inadmissible ? 

A.— (o) Persons temporarily appointed in the service of 
Government for a specified duty only, upon 
allowances definitely* fixed for the partioular 
case; 

(6) Persons serving under a contract in whioh their 

allowances are definitely fixecT, which is not 
preliminary to employment in one of tho 
regular servioes of the Government and five 
years of service under whioh have not elapsed. 

(e) Persons who are not members of any regular 
service and who are employed in a professional 
capacity (such as lawyers, teachers, lecturers, 
clergymen, medical men,) without being de- 
barred from the private exercise of their 
profession. 

(<t) Officers permitted to make family remittances 
through Government for*any month in whioh 
the privilege is availed of. (Art. 41 i.) 

Q. 74— How should Exchange Oomponsation Allowance 
hm enicalated f 

4 
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A.-— It should be calculated on the whole gross salary for 
the h^gntb before deduction of Income Tax, annhity and fund 
deductions. (41 <?.) * 

Q. 75. — How should Exchange Compensation Allowance 
be calculated to an officer finally quitting the service 
of Government or is transferred to foreign service ? 

A. — It should be calculated at the rate in force at the 
time the payment is made. (41 /.) 

CHAPTER 4. 

Gazetted Officers’ Bills. 

Q. 76. — Is it necessary that an officer who draws an 
additional allowance for a separate office, should present 
a separate bill for it ? 

A. — No Unless it is chargeable fc> a Local Fund 
(Art. 42.) 

Q. 77. — What documents should be required by a 
Treasury Officer before paying salary — 

(a) To an officer drawing salary for the first time 

at a Treasury. 

(b) To an officer drawing salary at an increased 

rate. 

A. — (a) An officer drawing salary for the first time at 
any Treasury should present with hiB salary 
bill a last pay certificate in accordance with 
the rules in Civil Service Begulations, unless 
he is a newly appointed officer drawing his pay 
for the first time when a health certificate, — 
except in the case of an officer appointed by 
the Secretary of State, and ah order from the 
Accountant-General should be attached to the 
.bill. (Art. 45.) 

(5) No officer may draw an increased or aobanged 
rated §al*rjrd| fixed allowance unless the 
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on which he c^etws it is either pro-audited* 
by the Provinci&l Accountant*Generaly6r is 
accompanied by a letter of the Accountant- 
General authorizing the amount to be drawn, 
(Art. 46.) 

Q. 78. — How can an officer draw increased or changed 
rates of salary and when does a ^personal allowance cease ? 

A.- — No officer may draw an increased or changed rate of 
salary or fixed allowance unless the bill on which he draws it 
is either pre-audited by Provincial Accountant-General or is 
accompanied by a letter of the Accountant General authorizing 
the amount to*be drawn. (Art. 46) 

A personal allowance should cease as 60 on as the pay or 
salary of the holder thereof is increased by an amount, equal 
to his personal allowance. (Art. 77, C. S. R.) 

Q. 79. — State £he procedure to be observed when a 
transfer of change of a gazetted officer takes place. 

A. — Every transfer of change of a gazetttd officer should 
be reported by post on the Same day to the Accountant-General ; 
and, in the case of an officer having independent charge of 
a public treasury, statements of the cash balance, of the 
stamp and opium stores and also of the bill forms in stock, 
should be prepared, signed by the officer taking charge, and 
forwarded to the Accountant-General at the same time. 

#ote.—Tbis rule only applies to changes of District officers, not to 
transfers of executive charge of the treasury between their subordinates $ 
In the latter case, the fact of transfer should simply be advised to tho 
Accountant General. (Art. 47.) 

Q. 80. — Can an officer who has earned his pay in India 
be paid in England ? 

A. — 'No. He mast make his own arrangements to receive 
it in India. (Art. 48.) 

Q. 81. — A Military Officer presents a bill for a reward 
for proficiency in an Oriental language ; should the Treasury 
Officer pay it!. , - • 
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A.— Hills tor reward ulHer Military Buies to Military 
Offices in Civil employ should be submitted tottfe Accountant- 
General* who will pass them ior payment after having them 
pre-andited by the Military Department. The amounts ofHkese 
bills sill be debited to ^the Military Department through the 
exchange accounts, (Art. 50, para. (2) 

Q. 82.— Sfcite the rules § as to the place of payment of 
salaiAr and other allowances to Inspecting Officer and the 
exceptions to these rules ? « 

A. — An officer whose duty requires him to travel about on 
inspection should ordinarily take with him a last pay certificate 
which will enable him to draw from the nearest Treasury within 
his circle of jurisdiction such portion of his pay as may he entered 
in it at his request, the balance, if any, being drawn at hit 
head-quarters. Should he pass from one A ocouutant-Generars 
jurisdiction to another's the last pay certificate should be 
countersigned by both. As an exception to the above rule such 
advances as may be required on account of pay may be drawn 
by the officers named below, the pay bill being presented at 
the presidency : — 

(а) fBisliop from any treasuiy within diocese. 

(б) Arohdeacon, from any treasury within diocese. 

(c) Inspector- General of Forests, from any treasury 

in India. 

Receipts should be taken in duplicate, the original being 
forwarded immediately to the Accountant-General and the 
duplicate retained to support the debit in the list of payments. 
(Arts. 51 and 52.) 


CHAPTER ft. 

Establishment. 

Q. 88. — When and to whom are annual returns the 
establishment Sttbnritted f 

* A.— A* list el 'ditto fmjrlhfw UmnUi 

in mofe year, a detailed sfotenipA in HiijflliWti rtf fill ifflnflli 
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eat establishment existing on^lst April, will be prepared* 
and transmitted to the Aecountimt-General direct as sopn as 
possible, and in ally case not later than tbe 15th May.* ‘ 

rfofe. —The statement should he carefully checked with the services 
books as it will be the chief authority by whioh hereafter pension claim 
will be tested. (Art. 55.) * 9 

Q, 84.— State briefly the instructions to be observed in 
the preparation of detailed statement of the permanent 
establishment which has to be submitted annually to the 
Accountant-General. 

A.— The return will show accurately the establishment as 
it exists on 1st April and in preparing it, the following instruc- 
tions should be carefully observed. 

(a) The name, designation, and pay of every gazetted 

officer, clerk or menial servant holding a perma- 
nent appointment whether on duty or absent 
or on leave or deputation or under suspension 
should be distinctly shown. 

(b) The date of birth, of appointment to present post 

and of promotion to present pay of each person 
as well as the number and dat^of Government 
orders creating tlxe post should be clearly enter- 
ed in the appropriate column of the statement. 

(c) The return should show accurately the sanctioned 

scale of permanent establishment. 

( d ) The names of gazetted officers should be entered 

first and beneath them those of the clerks and 
servants in order of sections of the establishment. 

(e) The columns of minimum and maximum pay of 

the post should be filled up only when the pay 
is progressive. 

if) Tbs name of every person acting in an appoint- 
went as well as the acting allowances paid to 
him should be shown in the column “ Name of 
ieoMeboat " beneath the same of absentee for 
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(g) If the acting incumbent holds a jwmuutiuii 

appointment «dpon another establishment the 
fact should be stated, and the entry should be 
supported by a certificate from the head oftthat 
other establishment. 

(h) If any person on this establishment has attained 

tlio age of 55 years, the nnmber and date of the 
order of G o^ernment or other competent author- 
ity permitting his retention in the service 
should be quoted in a note at the foot of 
. the statement and the period for which his 
retention has been authorized phould also be 
mentioned. 

(t) A detailed statemeut showing new names of non* 
gazetted officers which are not fonnd in the 
return of the previous year as also the name of 
non-gazetted officers whicK appeared in the 
previous year, but are now omitted should be 
given at the foot of the original return. 

(J) A separate detailed statement should be prepared 
# for each permanent establishment existing on 
1st April and not more than one establishment 
should be exhibited on a single page. 

Note . — A certificate of the abovo comparison should be endorsed on 
the return thus : “ compared with the service book and found to agree.** 
(Art. 55.) 

Q. 85. — What are the Subsidiary Statements that should 
accompany the annual return of establishment submitted 
to the Accountant-General when that return is due to him ? 

A.-* The return should be accompanied (1) by an abstract 
which will link together the gross number shown in the budget 
estimate of each establishment and tbe nominal rolls in the 
book of the establishment ; (2) by nominal roll in triplicate in 
tmtrts of Europeans, and East Indian employes including officers 
of the Covenanted Civil Service of the Army wifh. the names 
and salaries Of their appointment and the period of their 
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residence in India while in the service of Government, dig-' 

tinguinhing B*uropeans from Easf ’Indians. (Art. 56.) 

• . 

Q. # 80. — What is a Proposition Statement ? When is it 
necessary and how is it drawn up ? 

• • * 

A.— When the entertainment of a new establishment, or a 

ch ngo, tomporary or permanent, is proposed in an office, a 
lettar fully explaining the grounJs of the proposition should 
be submitted departmental ly to tlie Local Government, along 
with a tabular statement in duplicato in Form 5, showing 
clearly its financial effect. If the change would effect only a 
section of the establishment the numbers and cost of the other 
section may b# shown in totals without detail, but full parti- 
culars must be given for all in which any alteration is recom- 
mended. The statement prescribed in Art. 158 should also be 
submitted when necessary. (Art. 57.) 


Q, 87. — How should tlio average pay bo calculated in 
respect to progressive appointments ? 

A.— The average cost no doubt, varies under various cir- 
cumstances, but under all it depends largely on the period of 
rise. If the pay 1 iso by five equal increments froM a minimum to 
a maximum, the average monthly cost will be taken in the case of 
a Gazetted Officer at the minimum plus two-thirds and in the 
case of ministerial establishments at the minimum plm three- 
fourths of the difference between the minimum and maximum; 
if the period of rise be twenty years, the average monthly cost 
may be taken at the exact mean; in other cases an intelligent 
estimate should be made. (Art. 57.) 


S3 , — What is the average cost of an appointment 
on a progressive salary of 


(a) Bs, 300-10-350. 

( b ) f , 100-5-200. 


X, In the case of a gazetted officer the average cost js 

§00 + = 300 + 33-5-l~ 333*5-4, 
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In the case of a ministerial establishment the average ooet j# 
300 H» xi ) * 300 + 37.8.0«s 337-8*0. 

(b) The average oost is 

100 + 200*=— =150 &s. 

Q. 89. — Wliat information should the pay bill of an * 
establishment and the leave statement furnish. 

A — The establishment bill must show separately in the 
first money column the salary or leave allowance claimed fur 
each person for the month whether drawn or qot, and in the 
second, any amount not drawn, but held over forfeiture pay* 
merit; the fourth money column must show the amount 
actually drawn for each section ; and when salary is drawn for 
a portion of a month only, the rate at which it is drawn, and 
number of days for which it is claimed, should be stated. 
(Art 60.) 

Tlie leave statement must sbow in detail the names of 
officers on loave, deputation, transfer or suspension with the 
names of officers acting for them For an officer absent on de- 
putation or transfer, the word “ deputation ” or transfer will be 
entered in the appropriate column of the statement. If the 
absentee is appointed substantively pro-tempors to his new 
office, sub-pro tem should be entered. (Art. 60 Note 1.) 

If an officer is suspended the word “ suspended ” should be 
entered. {Art. 60 Note 2 ) 

The chain of appointments made consequent on each 
absence should be separated off by a line drawn across the leave % 
statement after the name of the last acting officer# (Art. 60 
Note S.) 

Q. OO.—What certificate should be attached to an 
eetabliehment pay bill when an officer is appointed newly 
to a superior seme* f 

A.— When tip name of any person appointed to superior 
t service appears fat the first ^nssin an estabHsbiSeiitWll, either 
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reference must be given to a preVjons appointment held by bin# 
(which should be supported by e last pay certificate, shewing 
dates of making dver and receiving advances, outstanding, Ac.). 
(Ark 61.) 

Q. 91. — State the rules prescribed in the preparation of 
a pay bill of an establishment. 

A. — (1) The pay bill will be prepared in the prescribed 
form and the total of each section will be 
* entered in red ink. (Art. 58) . 

(2) The pay of all temporary establishments (other 

than hot- weather establishment and tempoi'ary 
field establishments) which are entertained 
under sanction should be billed for separately 
and sanction quoted. (Art. 58, Note 1.) 

(3) Fines imposed are properly recovered by stoppages 

frojn pay and consequent short drawings from 
the Treasury, (Art. 59.) 

(4) The monthly bill will be supported by a leave 

statement or by a certificate that no person in 

the establishment is on leave. (Art. 60.) 

* 

(5) When the name of any person appointed to the 

superior service appears for the first time in 
the establishment bill, a health certificate must 
accompany the bill. (Art. 61.) 

(6) To the first bill in which a periodical increment 

* is drawn, a certificate in Form No. 8 should be 

appended. (Art. 62.) 

Q. 92.— When may the last pay certificate referred to in 
Q. 89 be dispensed with ? 

,A. — If he did not previously hold any appointment or is 
re-employed after resignation or forfeiture of past service, a 
heaftli certificate must accompany the bill. (Art. 61.) 

N.B . — The number and date of sanction to appointments of persons 
other than natives of India on salary of Bs. 200 a month or Upwards Should 
Ip' qu o ted . 


5 
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* Q. 98.— What is the procedure for the distribution of 
sahft^ by the head of au^bffioe ? To what extent is he 
responsible for the payments ? f ' 

A. — The head of an office is personally responsible for every 
salary, drawn on a bill signed by him until he has paid it to the 
person entitled to receive it and has had the acquittance roll 
signed by the payee, with, if necessary, a stamp. If the payee 
do nqt present himself before the end of a month the amount** 
drawn for him must be refunded by short drawal in the next 
bill. (Art. 63.) 

Q. 94. — C&n a Non-Gazetled Officer on leave in India 
draw his leave allowance at any Treasury ? * 

A. — No. The allowance can only be drawn from the trea- 
sury from which his salary is disbursed and he must make his 
own arrangements for drawing it there and getting it remitted 
to him. (Art. 63.) 

Q. 95. — Is it in the power of the head of an office to 
re-adjust the salaries of his establishment as he pleases 
without exceeding to the sanctioned expenditure ? 

A. — The head of au office is not at liberty to re-adjust 
the salaries of kn officer by giving one officer more and another 
less than the sanctioned pay of his post, nor may he distribute 
the pay of an absentee otherwise than as provided in the Civil 
Service Regulations* (Art. 64.) 

Q. 96. — How should arrear pay be drawn ? 

A.— Arrear pay should be drawn, not in the ordinary" 
monthly bill, but in a separate bill, with quotations of the bill 
from which the charge was omitted or withheld, or on which it » 
was refunded by deduction or of any special order of Govern- 
ment granting a new allowance. Such bills can be presented 
at any time, subject to the conditions laid down in Article 5 
and. may include as many items a* are necessary. (Art, 650 

Q« 9?.— State all that you know of a “ service bgoh” 

A.— SCJpyioe book is a contemporary record in ttffcute detail 
^4. peteotC* ifllo&l c%roer and^rery entry is attested ' 
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time by the bead of an office whoselorders have caused it. The* 
service book Should be< kept in t£e custody of the head r/ the 
office. When an employee is transferred to another office, his 
service book should be sent to the head of the office to which 

he is transferred and not made over to him nor should it be 

• • 

given to him when proceeding on leave. (Art. 67.) 

Q. 98. — What are the rules f relating to the grant of 
compensation for dearness of provisions ? • 

A. — .The grant of compensation for dearness of food shall 
be admissible at the discretion and under the special orders of 
Local Governments, and Administrations and Heads of Imperial 
Departments, ’subject to the limits specified in the following 
rules : — 

(l) When the price of the common staple food-grain 
of the district is dearer than Re. 1 for ten seers, 
all whole-time servants of Government on Civil 
Establishments whose pay does not exceed 
Rs. 16 per mensem, or in the case of men requir- 
ed to keep a horse or camel, Rs. 25 per mensem, 
may receive an extra allowance not exceeding 
Re. 1-8-0 per mensem. If the pay of the officer 
is Jess thau Rs. 5 per mensem tfhe extra allow- 
ance may be increased at the discretion of the 
sanctioning authority so as to bring up the 
aggregate pay and allowances Rs. 6-8-0 per 
mensem. 

When such grain is not dearer than 1 rupee for ten 
seers, but is dearer than 1 rupee for 12 seers, the said servants 
may receive an extra allowance of Re. 1 per mensem. If 
the pay of the officer is less than Rs, 5 per mensem the 
extra allowance may be increased, at the discretion of the sanc- 
tioning authority, so as to bring np the aggregate pay and 
allowances to Rs. 6 per mensem. (Art. T2.) 

Q, 99. — What is meant by the common staple food of 
il$e district? 

A.—It means the cheapest grain e£ any kind commonly 
used by the people of the district, 
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CHAPTER 6, 

Contingent Charges. 

Q. 100. — In what two great classes contingent charges 
are divided ? 

A. — Contingent chargestincurred on the public service are 
generally divided into, at least, 2 classes. 

(1) Contract contingent charges. * 

(2) Countersigned contingent charges. (Art. 73.) 

Q. 101. — Explain what is meant by “ Coiriract Gontin - 
gent Charges” 

A. — Contract contingent charges are those for which a 
lump sum is allotted annually within which the officer may 
incur expenditure as required without further sanction of any 
kind. (Art. 74.) 

Q. 102. — How are fixed allowances for contingent 
expenses drawn ? 

A — Fixed allowances for contingent expenses which are 
drawn regularly irrespective of the actual expenditure incurred 
in any month are drawn in the establishment bill. (Note 1 to 
Art. 74.) 

-This allowance is not subject to the rules of the chapter treat* 
lug on contingent. 

Q. 103.— -By whom and how far is the limit restricted to 
for incurring contingent charges on the public service ? 

A. — An officer is allowed to draw money from the Treasury 
for contingent expenses incurred on the public service within 
the amount allotted to him in his Budget Estimate or other- 
wise. For ordinary expenses, previous sanction is not required. 

It is for the Local Government to define the nature 'and 
limit of charges— 

(a) Which may be inoar red without previous sane* 
' tion. . > ■ 
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( b ) Which require thefprevious sanction. 

• s 

t (i) Of any Controlling Offioer. 

(ii) Of itself. (Art. 75.) 

Q. 10 k — Describe fully the contract grant system. 

A.— Contract contingent charge* are those for which a 
lump sum allotted annually within which the officer may incur 
expenditure as required without farther sanction of any kind 
(.Art. 74.) 

An officer is allowed to draw money from Treasury for 
contingent expenses incurred on the public service within the 
amount allotted to him in his Budget Estimate or otherwise. 
Eor ordinary expenses previous sanction is not required. 
(Art. 75.) 

To an officer incurring petty expenses which require to be 
paid at once before money c an he obtaiued on a contingent bill 
a permanent advance is allowed, which is in general single for 
the whole office. (Art. 77.) 

A register of contingent expenditure shall be kept in each 
office, and the initials of the head of the office shall be entered 
against the date of payment of each item. (Art. 79.) 

When it is necessary to draw money lor contingent 
expenses from the Treasury, as for example, when the per- 
mar ent advance begins to ran short, and in any case at the 
end of eaoh month, or when a transfer of office takes plaoe, 
the cashier will rale a red ink line across the page of the 
register or registers, add up the several columns and post the 
several totals in a separate bill for each class of contingent 
charges. In a bill for contract contingent charges such details 
need be given as will suffice for the proper classifioation of the 
charges. (Art. 83.) 

All charges incurred must be paid and drawn at once, and 
under no circumstances may they be allowed to stand over to he 
paid from the grant of another year. (Art. 84.) 

Contingent charges are to be recorded as charges df the 
month in which they were actually disbursed from the Tnesiii i 

(Art. 87.) 
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Q. 105.— -Who fixes tlta amount of the permanent 
advance for each office ? 

A. — The amount o £ the permanent advance for each pffice 
is fixed by the Local Government on application through the 
Accountant-General. (Note 1 to Arfc. 77.) 

Q. 106.— Define “ Permanent Advance.” Why is it 
allowed f 

A. — A permanent advance is intended to provide, for emer- 
gent petty advances of all kinds, though it is seldom that they 
will be needed for other than contingent charges. (Note 2 to 
Art. 77.) It is allowed to au officer incurring petty expenses 
which require to be paid at once before money can be obtained 
on a contingent bill. (Art. 77.) 

Q. 107. — Briefly describe the method by which per- 
manent advance may be recouped from time to time. 

A. — When it is necessary to draw money for contingent 
expenses from the treasury and in any case at the end of each 
month the cashier will rule a red ink line across the page of 
the register or registers, add up the several columns and post 
the several totals in a separate bill for each class of Contingent 
charges. In a bill for countersigned contingent charges details 
must be given of the numbers of the sub-vouchers pertaining to 
each entry. In a bill for contract contingent charges such 
details only need be given as will suffice for the proper classifi- 
cation pf the charges ; the sub-vouchers for service postage 
and telegraph charges should be attached to the bill. The bills 
with the sub-vouchers and registers will be laid before the 
head of the office, who will put his initials against the date of 
each payment and sign the bill, which the cashier will then 
date and number and present for payment at the Treasury. 
(Art.,83,) .■ 

. (J, .108,— What li the restriction laid down in respect 
0M charges for postage*and telegrams admissible in 
«Hi^^nt bills aBd what are the Tonchers thit should be 
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A. — No charges shall be enfejed in any contingent bill fox* 
any postage labels but service postage labels, or for any< ^tele- 
grams other than Itate telegrams. The postage charged must be 
supported by the Treasury receipts for the money, which should 
always be given upon a printed form entirely filled up by the 
treasury and signed by the Treasury*Officer, and the telegraph 
charges by receipts from the Telegraph Department, showing 
that the telegrams have been classified as State telegrams, 
except when, under unavoidable circumstances, the Railway 
Telegraph is used. If a telegram receipt is erroneously marked 
“ Private” the charge must be supported by a certificate from 
the Jiead of Jthe office that it was on the Public Service. 
(Note 3 to Art. 80.) 

Q. 109.— "What are the rules as to the watching of contin- 
gent expenditure and keeping up registers relating thereto ? 

A. — The Government of India “ expects that every public 
officer will exercise ^he same vigilance in respect to petty con- 
tingent expenses that he would do if spending his own money/’ 
and has further ordered that a register of contingent expenditure 
shall be kept in each office, and the initials of the head of the 
office shall be entered against the date of payment of each item. 
(Art. 79.) • 

To enable the disbursing officer to watch the progress of the 
expenditure under each detailed head as compared with the 
budget grant for it, a progressive total of all columns must be 
made mouthly, immediately after the monthly total, and will 
include all payments under each head, as also all work hills (See 
Arf. 96) from the commencement of the year up to the end of 
the last expired month. (Art. 82.) The Contingent Register will 
he in Form 10, printed on royal paper in which each Accountant 
General will assign to the several columns headings suitable fo 
the condition of each department and office. {Art. 80.) Before 
the register is brought into use in the disbursing office it Will 
be ruled ; and as the office cashier pays away aWjKmoney he will 
enter H he date, name of .payee aid number of ; sub-vouohfrs in 
the three columns to the left, the embhofc the proper column 
(marking aff all; the others) -ibsmhs- 
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' charge, he will also take ag^jnst the description the initials of 
the\ffice incurring it. (Art. *81.) At the end of each month the 
forward* total of each column should be mad! in the disburser’s 
register, and when the foot of the page is reached, it should be 
carried forward in ink to the top of the next. (Art. 82.) 

Q. 110. — State the procedure to be followed in the 
payment of bills for contingent charges. 

i 

In a bill for contract contingent charges such details 
only need be given as will suffice for proper classification. 

(Art. 83.) 

(1) *Tn a bill for countersigned contingent charges 

details must be given of the numbers of thV sub- 
vouchers pertaining to each entry, 

(2) All charges incurred must be paid and drawn at 

once, and under no circumstances may they 
be allowed to stand over to be paid from the 
grant of another year. * 

(3) The charges of two major heads may not be shown 

in one register nor included in one bill. 

(4) When for any charge special sanction is necessary 

•the sanction must be quoted both in the bill 
presented for encashment and in the detailed bill, 

(5) Contingent charges are to be recorded as charges 

of the month in which they were actually dis- 
bursed from the Treasury, (Arts - 83 to 87). 

Q. Ill .—Describe the systems of drawing and accounting 
for contingent charges other than those not from contract 
grants. 

A.— From the monthly totals of the contingent register the 
monthly detailed bill will, in the case of countersigned contingent 
charges, be prepared in Form 11 headed not payable a4 the 
Zwaeury and showing the monthly total of each column, with 
&e$criptina of each unusual charge ; the number of the sub- 
vouchers will be entered against each item ; at foot will be a 
p*emo**ndam of the number a**d date of every contingent bit) 
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cashed at the Treasury, and the s'llb -vouchers included in each/ 
and the amount charged in the bill must be agreed wit)/ the 
amount actually tfrawn from the Treasury within the month. 
It wi{l be signed by the head of the office and submitted to the 
controlling officer, or, if there be no controlling officer, to the 
Accountant-General direct, with all # Bub-vouchers for servioe 
postage stamps and telegram charges, and for all sums above 
Rs. 10, and a certificate of destruction of the vouchers for sums 
of and below Rs. 10. (Art. 88.) * 

On receipt of the monthly detailed bill in the office of the 
countersigning officer, its figures will be transcribed in a register 
of the same fo$m as the disbuiscr's register, with similar de- 
scription of the unusual items, and the bill will then be reviewed 
by the countersigning officer with tho sub- vouchers. Any dis* 
allowance, with the number of the sub-voucher and the explana- 
tion of the objection, will be noted on the bill at foot and in the 
“ Remarks 1 ’ column of the register, and the amount shown in 
the register in the column affected will be corrected in red ink, 
explanation of the objection shonld be’ given on the reverse of 
the bill, if there is not room on the face. The countersigning 
officer will then take up register and bill together, enter in the 
former the date of admission under his initials, sign the bill and 
despatch it to the Account Office with the large vouchers, and 
a certificate in lieu of the smaller ones. (Art 91.) 

Q. 112. — How does au inspecting officer draw his : — 

(i) Contingent expenses ; and what are tho duties of 

countersigning officer ? 

(ii) Travelling allowance? 

A.— (i) It is the duty of a countersigning officer to see 
that the charges made in a contingent bill are of 
obvious necessity, and are at fair and reasonable 
rates, that previous sanction for any item 
requiring it is attached; that the requisite 
vouchers are all received and in order ; and that 
the calculations are correct, and especially that 
the expenditure has pot exceeded, and is not 

6 
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likely to exceed, the grant of the particular 
district under*the head concerned. If expendi- 
ture be progressing too rapidly, he should com- 
municate with the disbursing officer, and insist 
on its being checked. If the monthly proportion 
of the budget grant is at any time exceeded, 
the countersigning officer is required to note on 
the detailed* bill for the information of the 
Accountant-General that he is satisfied that 
special circumstances have rendered* the tem- 
porary excess necessary. (Art. 90.) 

An inspecting officer cannot takg advances on 
account of office contingent charges. He should 
provide himself with a portion Of his perma- 
nent advauce and recoup himself from time to 
time by presenting at the different treasuries 
contingent bills, in the ordinary form, for 
recovery of contract or countersigned contin- 
gent charges as the case may be. (Art. 94.) 

(ii) A travelling officer should ordinarily take with 
him a last pay certificate, which will enable 
•him to draw from the nearest Treasury withm 
his circle of jurisdiction, such portion of his 
pay ub may be entered in it at his request, the 
balance, if any, being drawn at his head- 
quarters. Similarly, he may draw his travel- 
ling allowance on the prescribed bill form with 
necessary certificate, countersigned by tfie 
controlling authority, if any, but he cannot 
take advances on account of travelling, allow- 
ances. (Art, 51.) 

Qrf 113. ~To what points should an officer principally 
direct his attention* when a contingent lull comes before 
him for countersignature ? 

A.— It is the duty of a countersigning officer to see that 
t 4*fe§; , eJmrges' made hi a contingent bill are of obvious necessity 
are aiftriraud reasonable #|tes; (A*t. 90.) 
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Q. 1 14.— How is the recover J of retrenchment effected* 
and recharg^l ? 

4-. — After despatch of the bill to the Account Office, the 
countersigning officer should communicate any disallowance to 
the disbursing officer, and its amount should be without fail 
refunded by short drawing on the next contingent bill pre- 
sented at the Treasury for tlic same department ; therein the 
gross amount of each sub-voucher would be entered, and below 
the total; would be entered “ Deduct disallowed from bill of 

R and the receipt given 

would be for tbe net amount only. An item disallowed must 
without fail be recovered, and if, after correspondence, the 
countersigning officer withdraws his objection, the amount may 
be re-drawn : after the total of the sub-vouchers in the next 
bill presented at the treasury would be entered “ Add amount 

of disallowance from bill of 

refunded by deduction from contingent bill No 

dated and re-allowed as per ; *' 

the receipt would be for the gross amount., and the items 
would be re-included in the next monthly contingent bill. 
(Art. 93.) 

Q. 115. — Can an inspecting officer take advances on 
account of office contingent charges ; if not what is he to 
do for contingent expenses and how are those amounts to 
be treated ? 

A. — An inspecting officer cannot take advances on account 
of office contingent charges* He should provide himself with a 
portion of his permanent advance and recoup himself from time 
to time by presenting at the different Treasuries, contingent 
bills in the ordinary form, for recovery of contract or counter- 
signed contingent charges as the ease mpy be. The amounts 
drawn will be taken as final payments and not as advances. 
(Art, 94.) 

Q. lie.^Hxplain what is meant by Inter-Departmental 
transfers J 
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v A. — lnter-departmen ta| transfers are transfers under which 

ones* department of the puWic service may charge another 
Department for services rendered or articles supplied to it. 
(Art. 95.) 

All payments due by one Public Department to another 
should be made by book«fcransaction. (Clause 11 , Art. 95.) 


Q. — 117. — Exnlain the difference between — 

i 

» (a) Public Service Departments and Quasi Com- 
mercial departments giving examples of each 
class and stating briefly the general princi- 
ples regulating Inter-Departmental transfers 
between them. 

A . — Public Service Departments — These are constituted for 
the discharge of those functions which either (a) are insepara- 
ble from, and form part of, the idea of Government, or (b) are 
necessary to and form part of, the general f conduct of business. 
Their, cost is shown in the public accounts as the cost of the 
service as a whole, and without reference to the details of the 
service rendered (e. 0 .) — 


(а) Jails, Police, Roads and Buildings, Irrigation, Mili- 

tary Works, Army. 

( б ) Survey, Government Printing, Stationery. 
Q,uafii-Oommercitil Departments. — These are maintained for 

the purpose of rendering particular services on payment made 
for the services rendered or for the articles supplied. Their 
functions are not part of the ordinary idea of Gorernmentf|br 
administration (*.$<)— 

Forests, Post .Office, Telegraph, Railways, Irrigation, 
Cinchona Plantation. (Art* 95.) 

Q. 118. II.— What are the conditions on which Gov- 
ernment Department may charge another for work done or 
supplied ? What is the method of effecting the 

'is : a; ■ „ department^duld ' 'other 

f er tides 
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same way as it would charge a m jmber of the public. (C^ausfi 
2, Art. 95.) 

Service departments are not allowed to make charges 
against other departments for services which fall within the 
class of duties for which they are constituted. (Clause* 4, Art. 
95.) 

In the case of work done by a* Government factory (such as 
a jail, mint, workshop) or other authorized transfers, the Officer 
in charge will, if the adjustment is to be made by book trans- 
fer, prepare an invoice of the quantity and price of the work 
done, and forward it in triplicate to the officer served, who, on 
approving the invoice, will countersign all, and return one copy 
to the supplying officer. Another copy he will file in his own 
office, and the third lie will attach to his contingent bill for the 
current month, noting the amount in the statement of account 
at foot, in order to work out the available balance of his grant, 
but not including* it as a disbursement among the charges of 
his bill. Before despatching his • monthly bill, however, he 
should post the amount of the work bill in his contingent regia- 
ter, and include it in the forward total, in order that he may 
agree that forward total withthat shown in |he statement of 
account on his contingent bills. (Art. 96.) 

Q. 119. — How are charges adjusted for work done at a 
Government Factory How is expenditure incurred in one 
district on accouut of another brought to account ? 

% A,— In the case of work done by a Government Factory 

(such as a Jail, Mint, Workshop) or other authorized transfer, 
the officer in charge will, if the adjustment is to be made by 
book transfer, prepare an invoice of the quantity and price of 
the work done and forward it in triplicate to the officer served, 
who, on approving the invoice, will countersign all, and return 
on© # cqpy to the supplying officer* Another copy he will file in 
bis own office, and the third he will attach to his contingent 
bill for the current month, noting the Amount in the statement 
of aOooant at foot, in order to work Out theavailable balance of 
his grant, but not including it asa disbars ement among the 
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Charges of his bill. Beiore d^spatcmng 111 s inontnly bill, how- 
ever, he should post the amount of the work bill in his contin- 
gent register and include it in the forward fcftal, in order that 
he may agree that forward total with that shown in the state- 
ment of accounts on his contingent bill; in the register of the 
countersigning officer the*amount of such a bill should in like 
manner be separately entered. Such invoices will never be 
retained by the countersigning officer. (Art. 9(3, C. A. C.) 

It is often expedient for public officers to make purchases 
or incur expenditure in another district, making his arrange- 
ments through an officer in that other district*. If the amount 
to be paid on account of contingent expenditure incurred in this 
way is not less than Rs. 50, payment may be made by transfer 
receipt, but otherwise every public officer who incurs expenditure 
in this way must treat it as expenditure of his own office and 
not demand recoupment by transfer receipt from the officer at 
whose request, he, as an agent, incurs tli€% expenditure. The 
charge must, however, bo taken as expenditure of the depart- 
ment to which the officer requiring the expenditure is attached* 
(Art. 97, C. A. C.) 

Q. 120. — How is the charge relating to the amount 
paidon account of contingent expenditure for the other 
officers to be treated ? 

A, — If the amount to be paid on account of contingent 
expenditure incurred in this way is not less than Rs, 50, payment 
may be made by transfer receipt but otherwise every public 
officer who incurs expenditure in this way must treat it as 
expenditure of his own office, and not demand recoupment by 
transfer receipt from the officer at whose request he as an agent 
incurs the expenditure. The charge must however be taken 
as expenditure of the department to which the officer requiring 
the expenditure is %ttacbed and therefore an officer should 
address his applications for any service to the principal officer 
of his deportment in the district indented on. (Art. 97.) 

is the minimum of the lowes? limit pre- 
scribed $ or which o transfe#; receipt can he obtained on 
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account of the contingent expeijdifcure incurred in another 
District ? 

A. — If the amount to be paid on account of contingent 
expenditure is not less than Rs. 50 payment may be made 
by transfer receipt. 

Note. — This rulo is not applicable when purchases are effected in the 
capital town of a Presidency or Provincg. tlio cost may then bo sent by 
R. T. R.— (Art. 97.) 

Q. 12:2.— What are the rules relating to the payment of 

remuneration for section- writing and copying ? 

% 

A — No charge may be made for section- writing, ie , for 
copying manuscript by piece-work, without the previous sanc- 
tion of the authority which could sanction employment of an 
establishment. The sanction should specify the number of 
men, the number of words to be copied per rupee and the rate 
for tabular work. The sanction may be given to the expendi- 
ture of a specified maximum sum in a fixed period, and the 
bills must state the number of person's paid, and the amount of 
matter. No person in receipt of a salary from Government can 
be paid for section- writing save with the special sanction of the 
Local Government and no periodical allowance may be charged 
as section-writing*. (Art. 98 r.) 

Q. 123. — What are the rules rogulating the expense 
purchase of articles of European manufacture. 

A. — Articles of European manufacture should ordinarily be 
obtained by indenting on the Secretary of State ; but this rule 
does not apply to petty purchases not exceeding to Rupees 10 in 
value, made in the local market. Should the cost of tbe articles 
to be so purchased exceed Rs. 10, the previous sanction of the 
Local Government should be obtained. (Art. 98 k .) 

Q, 24.— What are the rules in connection with the 
incurring of charges for ? 

(1) rent; 

(2) petty construction Q,n0 repairs f 
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A. — (1). The rent; of aity land or building oooupied for 
public purposes shall be paid ly the public 
office or department occupying it and recorded 
in the public accounts as a charge of thatjpffice 
or department. The first charge in every year 
made in any contingent bill should be supported 
by a certificate from the Executive Engineer 
concerned, tfiat, a suitable public bxiilding 
was not available for the purpose required. 
Post office engaged in receiving and delivering 
letters are exempt from this rule. (Art. 98 n.) 

(2) Expenditure on construction and repairs executed 
by Civil officers can be treated as contingent 
expenditure of the department incurring it and 
classified as petty construction and repairs 
only when it does not exceed Rs. 1,000 in 
amount. When’ it exceeds that sum it should 
be treated as Public Works expenditure. These 
orders do not refer to the Forest and Salt 
departments. (Art. 98 w.) 

Q. 125. — Name the authority which is competent to 
sanction the following charges : — 

(a) Section writing establishments. 

(b) Cost of books and periodicals. 

(c) Articles of European manufacture costing 

;nore than Rs. 10 each. 

(cf) Articles of country manufacture costing Rs.50. 

(e) Recurring charges, such as house rent, &c. 

A. — (a) The previous sanction of the authority which 
could sanction employment of an establishment 
Local Government. (Art. 98 c.) 

( b ) Local Government; but heads of departments can 

; purchase books each costing less than a Rupee 

wit&outthesaiiCtionbfGoveroiheht. (Art. 98V) 

(c) Local Government. (Art. 98 fc) 

($) Heads of oMce and departments* ! 

;li - (e) sliaMdr ^oyeriii leatj^ 1 
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Q. 126.— State the genera| principles prescribe^ i£ 
connection foth,state telegrams ? 

— State messages may be classed as “ urgent,” “ ordinary" 
or “ deferred/’ at tlie discretion of the sender, and the follow- 
ing general principles are prescribed for the gnidance of' •officers, 
who should also bear in mind the necessity for keeping the 
expenditure as low as possible - - 

(1) When it is not necessary that a reply (by post or 

wire) should be despatched within office hours 

of the same day, the message should be sent 
t “deferred.” 

(2) When it is considered essential that a reply should 
* be sent the same day, the message should be 

sent “ ordinary.” 

(3) “ Urgent ” messages should be used only. 

(tt> In cases of real emergency. 

( b ) In oases where the despatching officer knows 
that the line iB for any reason blocked and 
considers his message sufficiently import- 
ant to take precedence of # ordinary traffic. 

(4) Telegrams should, except when extreme provision 
is important, be expressed in as few words as 
are consistent with clearly conveying the intend- 
ed meaning and mere auxiliary or connective 
words, which can obviously be filled in by the 
receiver, should be omitted. (Art. 98 s*) 

q # 127. — What are the rules relating to the purchase of 
Chubb's looks f 

A.—T he local purchase of Chubb’s looks is not admissible. 
Indenis from them should be made on the Stationery Office and 
included in the General Stationery iuderft, (Art. 98 t.) 


1 
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CHAPTER 7. 

Miscellaneous Charged 

Q. 128. — What are the rules laid down as to refmfds of 
Revenue ? 

A, — It is essential that every refund should be noted 
against the original credit in the Departmental accounts, where 
all sjinis are entered in detail. The voucher for refunds pro- 
vides for a certificate of such note having been made. The 
officer who received the amount should then fill up the form 
and sign the* certificate in the proper column while the Trea- 
sury Officer or the Sub-Treasurj Officer should verify the credit 
by means of the particulars and affix his signature in token 
of his having done so. . The sanction necessary' for refunds 
of revenue is regulated by the orders of the Local Governments. 
(Arts. 99 and 100.) 

Q. 129. — How is sanction for refunds of revenue, of 
stamps and fines regulated ? 

A.— The sanction necessary for refunds of revenue is regu- 
lated by orders of the Local Governments, the original authority 
duly receipted# and stamped if necessary can be used as a 
voucher, Form 13. 

Refunds of fines uader provisions of the law are made by 
an order on the Treasury. Refunds of stamps by courts can be 
made in the same way as refunds of fines. Refunds by District 
offices are usually regulated by departmental rules. (Art. 101.) 

Q. 1 30. — What are the rules prescribed by the Govern- 
ment of India for the regulation of expenditure incurred by- 
officers entrusted with special political expenditure ? 

A. — The following rules have been prescribed by the Gov- 
ernment of India for regulation of expenditure incurred by 
officers entrusted with special political expenditure. « 

(1) A political officer entrusted with special political 
expenditure shall supply himself wjth funds by 
cheques drawn on treasuries against letters of 
credit issued by the Local Accountant-General, 
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the Accountant-General 
of the month as possible, a 
ctAsh account of the transactions of the yionth. 

(3) On the receipts side of the cash account he should 
show all moneys received by him either from the 
treasury or elsewhere, and on the expenditure 
side he should show in proper order the tolal 
of each voucher 0 / bill paid by him, 

,(4) AN vouchers or bills, unless they are secret or 
confidential, should be attached to the cash 
account. t 

(5) Secret or confidential vouchers Bhould be simply 

quoted in the cash account as “ confidential 
voucher No. , dated , ” and be 

sent to the Foreign Department, which on 
passing them shall intimate to the Accountant- 
General that “confidential voucher No. , 
dated of (officer) has been passed 

for Rr. 

(6) The Accountant-Geneial should submit, for the 
orders of the Foreign Department, any ordinary 
vouchers, which he is unable to pass In regular 
course of audit. (Art. 110.) 


CHAPTER 8. 

Loans and Advances. 

Q. ML— Can loans be drawn from Treasury without 
authority of Government ? What particulars should the 
memorandum presented at the Treasury contain when the 
loan is repaid f 

A.— Loans and advances may not (excepting Certain speci- 
fied cases) be drawn from a Treasury without authority of 
Government, which authority must be quoted in the voucher 
Upon which the amount is drawn. 


(2) He shall submit 
soon after the 


it t hi 

e exJ 
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% III repaying a loan or aclranee, the memorandum presented 
at <he treasury must state Hke original* date a&d amount o£ 
the leaner advance or otherwise give sufficie&t particulars for 
its identification. If the amount repaid includes interest as 
well as principal, the interest must be separately specified ; or 
if the fepayment is a fixed periodical amount, including both 
interest and principal, the orders fixing the amount should be 
quoted. (Arts, 114-1 lb.) * 

Q. *132.~What are revenue advances and under what 
rules are they made ? 


A. — Revenue advances include the following : — 

(1) Advances to cultivators under various Acts, such 
as the Land Improvement Loans Acts, 1883, 
or the Agriculturists’ Loans Act, 1884. 


(2) Advance under special laws not coming within 

class (1), sucli as the Jhansi Encumbered 
Estates Act or tbe Bengal Drainage and 
Embankment Act. 

(3) Loan to landholders and notabilities, apart from 

the provisions of any law. 


(4) Advances for survey operations, such as for 

erecting boundary marks or for other expen- 
diture on survey, which is recoverable from 
landholders or ryots. 

(5) Advances for special Revenue Departments, such 

as Salt and Excise (e.g , for purchase of opium). 


The special conditions to he insisted on by Local Govern- 
ments when making advances to Municipalities are — 

1st . — Loans may be granted only for works of public and 
general convenience and utility such as drainage, waterworks, 
bridges, &c* t and not for works which are merely or mainly 
ornamental orconv^nient, such us town hall* public garden^ or 
; v ' ■' \ \ :\\ v , , * ' " 

3bwo*ei ; kNpely ^liLcaat hen borrowed 

Pi f fiwm other sources. after having <&taiOedtbe, 
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be granted unless it is clearly she4n that the sum lent by 'the* 
Government with interest thereon is duly secured* (Arts. 119 
and 121.) 

Q. *133. — Describe briefly the Provincial Loans Account. 

A. — Local Governments and Administrations with •which 
provincial arrangements are in force, may grant advances 
coming under classes 1 to III of Ant. 119 and loans to Munici- 
palities and public corporations (other than Presidency corpo- 
rations) out of amounts placed annually at their disposal by the 
Government of India. (Art. 122.) 

These amounts are brought on to an advance and loan 
account which has been opened with $ach Local Government. 
Local Governments are also free to untilise any repayments of 
loans or advances during the currency of the year in making 
fresh loans and advances. (Art. 123«) 

Interest at per cent, a year is charged to Local Govern- 
ment on the mean # between the outstanding balance at the 
commencement and the outstanding balance at the close of each 
year as shown in the books of the Account Office. (Art. 124.) 

Q. 134. — How is interest on Provincial loans and ad- 
vances adjusted in the accounts ? 

A, — Provincial Revenues are credited with the full amount 
of interest received on these loans and advances, and any 
sums which it may be necessary to write off as irrecoverable 
must be at once charged to Provincial Revenues and credited 
to the advance account. (Art. 124.) 

Q. 185.— When a loan drawn in instalments is completely 
taken upon 31st March, at what date is the first half-yearly 
instalment in repayment of principal due ? 

A,— The first half-yearly instalment in repayment of 
principal is due on the 1st January following. (Kote 2 > Art. 

129.) 

Q. 186. — State the conditions of re-payment of all ad* 
yaneeslhat fall under the category**! principal loin account 
ehoold bo foUowed m default of jpgrrnent 

: v . •>'- 1 I'-'' 
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A.— (a) The advances kliould be repaid within as short a 
period as possible, not exceeding 20 years but 
10 years for ornamental work. 

(6) The term is to be calculated from the date on 
which the loan is completely raised or declared 
by the Local Government to be closed. 

(c) It will be optional with each Local Government 

and Administration to fix its own dates for the 
payment of the instalments. 

(d) Instalments paid before the due date will be taken 

entirely to principal, unless, of course, any 
interest # for a preceding period is overdue. 
(Art. 129.) 

Any default in the payment of interest, upon a revenue 
advance, class HI, or upon a loan to a public corporation, or in 
the repayment of the principal of any such advance or loan, 
should be promptly reported by the Account Department to 
the Local Government, and if the loan was sanctioned by the 
Governor- General in Council, and doeB not belong to the Pro- 
vincial Loan Account, to the Supreme Government. A Local 
Government receiving such a report should immediately take 
steps to remedy the default, and in the case of a loan sanctioned 
by the Governor- General in Council which does not belong to 
the Provincial Loan Account, should immediately explain the 
circumstances to the Government of India in the Home Revenue 
or Public Works Department, as the case may be, and report 
the steps so taken. 

A penal rate of compound interest, not less than 6 per cent, 
per annum, should be enforced, as far as the law allows, upon 
all overdue instalments of interest or principal and iuterest. 
(Art 130.) 

Q. 137.— What youcher should accompany with returns 
of Revenue advances made to Revenue authorities ? * 

A.*— With every return of revenue advances made to the 
Revenue Authorities^ a memorandum should bp submitted, 
letting forth the figures of the treasury plus and minus account, 
and agreeing them with the figures of the return* (Art, 133 a *) 
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Q. 188. — State the rules laid (jown as to the adjustment* 
of irrecoveraBle revenue advances. 

• 9 

A. — (a) Any irrecoverable advances coming under the 
Provincial Loan Account may be written off 
under the orders of .the Local Government. 
Any Local Government has power to remit 
advances to cultivators, which are found to be 
irrecoverable. * 

(b) It shall be the duty of the Revenue Authorities, 

as soon as any advance is ascertained to be 
irrecoverable, to cause the amount of it to be 
written off the accounts of revenue advances, 

• and to advise the Accountant-General, in order 
that he may charge off the amount as expendi- 
ture and direct its being written off the treasury 
plus and minus memorandum. 

(c) Irrecoverable advances should nevertheless be 

registered by the Revenue Authorities in a 
separate account or record, in order that any 
possible eventual recovery may be made; but 
they will not affect the treasury $lus and minus 
memorandum, and any recoveries will be taken 
as revenue. (Art. 134). 

Q. 139.— In what circumstances may advances for (1) 
building purposes be granted and how are they to be repaid ? 

A. — (1) Advances may he made, under the sanction of 
Local Governments and Administrations to offi- 
oers who desire to build houses, at places where 
no houses are available, or where house-rent 
is exceptionally high. 

(2) All such advances must be bond fide required for 
the purpose of building suitable houses for the 
personal residence of the officers concerned, and 
if more is advanced than shall be actually 
expended for the purpose the surplus shall bq 
refunded to Government, 
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(3) The advances fcnay be made in instalments, when 

considered desirable, and when fb made, repay- 
ment shall commence from the fourth issue of 
pay after the first instalment is takeil, but, 
when the advance is taken in one instalment, 
repayment shall commence with the second 
issue of paj. The repayment of the whole 
advance shall in both cases be completed in two 
years. 

(4) No advance shall exceed six months* salary of 
• the officer to whom it is made. 

(5) Recovery will be made by the Treasury Officer, 

or other disbursing officer, deducting monthly 
instalments equal to one twenty-fourth part of 
the advance from the salary bills of the officer 
conoerued, 

(6) In order to secure Government from loss conse 

quent on an officer dying or quitting the service 
before complete repayment of the advance, the 
house so built, together with the land it stands 
• upon must be mortgaged to Government, by 
whom the mortgage will be released on liqui- 
dation of the full amount of the advance. 


(7) An officer will not, under any circumstances, be 
allowed a second advance whilst any amount 
remains due on a previous advance. (Art.136.) 

Q. 140— What amount of advance can be paid to an 
officer under order of transfer : and how is that advance 
to be recovered? , 


jju^Tq an officer under orders of transfer, advance may be 
inade to an amount jiot exceeding one mblth’s pay, and also 
ixot exceeding 1&e Vmount of expenditure which he is lively to 
inbtfir by reason ol his transfer, or to an amount aiot exceeding 
. allowance to which, be may’ be entiled under the , 
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Such advances may be ss,aetS<lied by any officer who i» not* 
lower in nude than the principal Divisional Officer in the 
Department concAned. 

The recovery should be effected from the salary of the 
offioer in three equal instalments. (Art. 137 b). 

Q. 141.— How are officers commanding ships of the 
Indian Marine Department furnished with funds ion petty 
contingencies ? 

A. — -Officers commanding ships of the Indian Marine 
Department, will be furnished with warrants, on presentation 
of whieh accompanied by a requisition in duplicate, they may 
draw from the civil treasury such sums as they may require 
for the pay of the officers and crew, and for petty contingencies. 
The Treasury Officer will note the advance on the warrant, 
which he will return to the Officer receiving the money, and 
will forward the original requisition to the Examiner of Marine 
Accounts, Bombay,' keeping the duplicate duly receipted, as 
the voucher for his Treasnry Cash Account. (Art. 138.) 


CHAPTER 9. 

Bills and Remittances. 

Q. 142.— Explain “ Remittance Transfer Receipt.” What 
is the difference between a “ Remittance Transfer Receipt 
and a supply bill ” T 

A.— A Remittance Transfer Receipt man order ef payment 
from one Treasury upon mother and is only payable to or ea 
the receipt ef the person named therein as payee. 

A Remittanoe^Sransfer Receipt is not trsnsf arable, and 
not negotiable, a supply bill is transferable and according to 
its /w i n the right of the owner can be transferred to another 
by endorsement. 

, Sapply*biUe aro issued for purposes ef meoarce swad when 
«1 toy as* adv e r ti se d *» available «tsqy Treasury, they may by 
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^obtained on application at tlla rates mentioned in the advertise- 
ment. A supply bill cannof be exchanged while^a Remittance 
Transfei Receipt can. (Arts, 139 and 141.)* 

Q. 143. — Describe the nature and use of supply Bills 
and R, T. R. F 

A. — Orders from one Treasury upon another Treasury can 
be obtained in two forms * 

* (1) Supply bills, (2) Remittance Transfer Receipt. 

The forms are issued for purposes of ‘resource, 
and when they are advertised as available at any 
Treasury, they may be obtained on application 
at the rates mentioned in the advertisement. 
The latter are issued only under, special con- 
ditions as stated in Chapter IX — vide Arts. 142. 
144 (Art. 139.) A supply bill is transferable 
but cannot be exchanged. A Transfer Receipt 
can be exchanged but it not transferable, 
(Arts. 148, 141.) 

Q. 144. — What is the general limit up to which Remit- 
tance Transfer Receipts may be granted ? 

A. — No R. T. R. should be granted for less than Rupees 5 
save for public purpose, or when it is required for a sepoy’s 
remittance and the lizpit of transfer receipts obtainable for 
private purposes is, in all cases but that of a sepoy proceeding 
on leave, the amount of a month’s pay and allowance of the 
remitter. (Art. 142.) 

Q. 145,— How does a Remittance Transfer Receipt differ 
from a Supply Bill ? What procedure has a Treasury 
Officer to observe in issuing a Remittance Transfer Receipt. 

The R. T. R. are issued for purposes of resource, and, when 
they are advertised *as available at any Treasury they may be 
obtained on application at the rates mentioned in the adver- 
tisement. The supply bill are issued under special conditions 
a* stated in Articles 142 to 144. The difference between these 
it thftt the former is negotiable*fent not exchangeable while the 
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latter is non-transferAble but exchangeable. The Treasury 
Officer should satisfy himself a^t&> the validity of the requisi- 
tion, t.s,, application for issue of R. T. R., he then should 
note# the requisition quoting the purpose and authority in the 
.District issue register and then the bill will be drawn up with 
the advice for the Treasury drawn oA — he should then see that 
the amount of the bill has been duly credited and shown in the 
list. of bills issued (Local or Foreign) and the total of these 
lists in which the item in question is included has been 
correctly carried to the cash book. 

Q. 146. — Who are those Military OffiGeiB that are 
allowed to issue Remittance Transfer Receipt on Civil 
Treasuries ? 

A. — (1) Military Paymasters and Pay Examiners. 

(2) Superintendent of Family Payments and Pen- 

sions, Madras. 

(3) Fiel(?Pay Master with an Expeditionary Force. 

(Art. 144.) 

Q. 147. — Can a Collector under any circumstances 
obtain a R. T. R. for private purposes ? Is there any 
limit to the sum for which such a receipt can be granted T 

A.— Collector can obtain a R. T. R. for private purposes for 
payment of Land Revenue and Cesses, to persons having to pay 
land revenue and cesses in another district, when the amount 
to be remitted exceeds Rs. 150 on payment of premium. 
(Art. 143, 18.) 

A single T. R. only can be granted to one remitter for each 
instalment. (Art. 143.) 

Q. 148. — Mention the three cases in which Remittance 
Transfer Receipts may be issued at a premium in the Civil * 
Department, giving the premium to be charged in each case! 

• 9 

A. — Somali-Ooait.—To Government employees on the 
Somali Coast to the extent of their monthly pay and allowances 
at one per lent, premium, there being no money order office 
available to them. 



40 


mu6 *»b asiamuois. (chap. 9. 

Dmit-Fwidt.^-To Goiltnment officers in favor of the 
Qw^taelte General or the! Aoconntat»ts-Gener%l, Madras and 
Bombay, for the purchase of Government PAimiesory Notes oat 
«f fands held in toast, at the following rates of premium,- — 

• As. 

For every Rs. 59 or fraction thereof up to Rb. 1,000 8 
Do. Rs. 100 do. in excess of R*. 1,000 
( up to Rs. 90,000 * ... ... ... ... 8 

For every Rs. 100 or fraction thereof in excess of 

Rs. 20,000 up to Rs. 50,000 ... ... ... 4 

For evei*y Rs. 100 or fraction thereof in excess of 

Rs. 20,000 ... ... ... '... ... 2 

Land Bevenue and Ceues . — To persons having to pay land 
revenue and cesses in another district, when the amount to be 
remitted exeeeds Rs. 150, on payment of premium at the follow* 
ing rates : — 

• Rs. AS. 

For sums exceeding Rs. 150 and not exceeding 

Rs. 500 ... 1 8 

Do. Rs. 500 and do. Rs. 1,000... 2 0 

(Arts. 143 16, IT and 18.) 

Q. 140. — In what cases and on what conditions may 
Transfer Receipts be used for remitting — 

(а) Pay and allowances. 

(б) Land revenue and cesses. 

(c) Subscriptions for a public or guost-publie purpose. 

A.— (a) When the transfer receipts are obtainable for 
private purposes ; the limit in this ease is the 
amount of a month’s pay and allowances -of the 
maitter. (Art. 142.) 

(1) Poises.— For subordinatos when absent from 
ilislir dhimhto m dtetsTa Boil not more 'than 
e ns trwmfsr neoaipt n isy heaven in ths 
earn* month iniaw-of titeiMssmtadi* 
pato.* (Aria 143 5.) 
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(2) Svrvly and Sfltlement . — For subordinates, 

when serving**!; a distance from the suAey 
» parties to which they are attached. (Art. 

143 rf.) 

(3) Vaccination . — For native superintendents 

and vaccinators deputed on duty to a dis- 
tance from head-quarters. (Art. 143 /,) 

(b) To persons having to pay land revenue and cesses 

in another district, when the amount to be 
remitted exceeds Rs. 150, on payment of the 
prescribed rate of premium. A cringle transfer 
•receipt only can be granted to one remitter for 
each instalment. (Art. 143 18.) 

(c) Any Local Government and any department of the 

Government of India desiring to facilitate the 
collection of such subscriptions may allow the 
issue* of one transfer receipt a month from any 
District Treasury to the Local Secretary or 
Treasurer of the fund or Institutions for the 
purpose of remitting subscriptions to any Central 
Body. (Art. 143 7.) 

Q. 150.— When may a duplicate be issued of a Remit- 
tance Transfer Receipt, or when may it be cancelled and 
refunded ? State the procedure in either case ? 

A. — When satisfactory evidence has been given that a 
transfer receipt has been either lost or destroyed and application 
is made within a reasonable period after issue, and of course, 
therefore, before it has lapsed, a duplicate may, without refer- 
•nos te the Accountant-General, be granted to the party who 
obtained the original, or to the payee, or the legal representa- 
tive of either, but to no other person. If the bill should not 
baye been presented for payment within fhree months, it will 
be Ae#l|fl^ fqr the applicant to prodnee a certificate qf non- 

snwende^ cancelled and 

it* amount reftmded at diseretum the Trsasury officer, onthe 
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i application and receipt of kbe remitter in the case of a public 
transfer receipt and of the f>ayee in the case of a supply bill oi 
private* transfer receipt. If in either of tfhe latter case the 
receipt of the payee cannot be obtained, the remitter's applica- 
tion for cancellation, with explanation of the reasons for his 
request and of the difficulty in the way of obtaining the payee’s 
signature, should be submitted for orders of the Accountant- 
General. Although no difficulty should be made about cancella- 
tion of public service transfer receipts, it must be clearly under- 
stood that either of the other classes can be cancelled only as 
an indulgence, and for cause shown. (Art. 147.) 

Q. 151. — What are the cross-checks to be applied by 
Treasury officers to the several documents connected with 
bills issued ? 

A. — The several advice lists and the district issue registers 
check one another directly ; the total of each general list must 
agree with the total of the advice lists fo* that class, and this 
agreement should be at times tested by the Treasury officer 
himself ; the total of each general list should, day by day, be 
compared with the credit in the cash book ; and, lastly, the 
issue of forms should be checked by the number of entrieB in 
each pair of general lists. 

Q. 152. — State the rule regulating the issue of Remittance 
Transfer Receipts to officers in Civil employ for the purpose 
of remitting pay elsewhere ? 

A.— The remittance of pay and allowances is not ordinarily 
a bond Republic purpose. The following are cases in which 
their remittance is specially permitted : — 

Forest . — For subordinates of other Circles attaohed to the 
Forest School Circle, N. W, P. 

Police . — For subordinates when absent from their district 
on duty* But not*more than one transfer receipt may be 
given in the same month in favour of the same subordinate. 

For remittance of pay of Gurkhas of the Burma Military 
Police on flick leave in Nepal and in speoial cases on good cause 
being shown to men on furlong in Nepal. 
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Salt Department J—F or offices and subordinates of the i 
Internal Branch, Northern India* |3alt Department. # 

Survey and? Settlement. — Foil subordinates whemserving 
at a distance from the Survey Parties to which they are 
attached. 

Thuggee Department . — For Najeebs and approvers sb well 
as for Inspectors and other officers above those grades, deputed 
on daty to a distance from head -quarters. 

Vaccination . — For Native Superintendents and Vacci- 
nators under similar circumstances. (Art. 143, T (a 2).) 

Q. 153. — Give three instances in which a* Remittance 
Transfer Receipt may be issued in the Civil department (a) 
at par and (&) at a premium. 

A. — Civil Department at par. 

i. Vaccination . — For Native Superintendents and 
Vac<$inators. 

ii. Family Remittances. — To Native Officers and men 
of the Police Battalions and Police Consta- 
bulary, Ac. 

To families of Certain Native State Prisoners 
in Central India. 

iii. Countess of Bufferin' s Fund. — For remittances to 
the Fund, or to any branch of’it. (Art. 143 (a) 

2 (/), 5 (a and b) and 8.) 

(6) At Premium. 

1. Somali Coast.— To Government employees on the 

Somali Coast to the extent of their monthly pay 
and allowances at one per cent, premium, there 
being no money order office available to them. 

2. Trust Fund. — To Government officers in favour of 

the Comptroller- General or the Aocountants- 
Geueral, Madras and Bombay, for the purchase 
of Government promissory notes out of funds 
held in trust. 
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3. Land Revenue ind 0 esses. 4-To persons hewing to 
pay Land (Revenue and Cessqp in another 
district, wjien the amount to be remitted 
exceeds Raj 150. (Arts. 143 to 16* 17 an# 18.) 

Q. 154. — Whose permission should be obtained to issue 
duplicate supply bills. § Can these supply bills presented 
at any length of time ? 

• ns 

A. — When satisfactory evidence has betn given that A bill 
has been either lost or destroyed, and application, is made 
within a reasonable period after issue, and of course, therefore, 
before it hasd&psed, a duplicate may, without reference to the 
Accountant-General, be granted to the party wlfb obtained the 
original, or to the payee, or the legal representative of either 
but to no other person. If the bill should not have been 
presented for payment within three months, it will be neces- 
sary for the applicant to produce a certificate of non-payment 
from the drawee ; the issue of this certificate will, of course, be 
no bar to the payment of the lost bill, if presented before the 
duplicate is paid. (Art. 145.) 

Q. 155. — On what condition may a bill be cancelled and 
refund be made of its amount ? 

A. — No bill oan be cancelled without surrender of the 
whole set. Thus if a duplicate or a triplicate have been issued, 
the bill oan be cancelled only if the original, together with the 
duplicate (and the triplicate if issued) be surrendered. Conse- 
quently no refund can be made on a lost bill ; a duplicate mnst 
be obtained and payment taken at the treasury drawn on. 
(Art. 146.) 

AU parts being surrendered, a bill may be cancelled, on the 
application and receipt of the remitter in the case of a public 
service transfer receipt and of the payee in the case of a supply 
bill or private trans|er receipt. If in either of the latter cases 
tha receipt of the payee cannot be obtained, the remitter's 
application for cancellation, with explanation of the reasons 
fou hie req noat and of the difficulty ip the way obtaining the 
^ should h* .% -Ordws.df the 

fa $j&cul4y ’ 'Should bemads 
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about cancellation of pliblic aervWe transfer receipts ; it must » 
be clearly understood that eitJie*f 5(bf the other classes can* be 
cancelled only as jAi indulgence and|for cause shown. 

Ho premium which has been levied can be refunded ; but if, 
under any very particular circumstance, it is thought advisa- 
ble to cancel a supply bill on which discount has been allowed, 
the amount of discount must be deducted and no more refunded 
than, the net amount received on tfie bill. (Art. 147.) 

Q. 156. — What is a Remittance Transfer Receipt ? When 
may a T. 0. grant such a receipt in exchange for one 
drawn on him f 

A. — A R. T. R. is an order from one Treasury upon 
another under special conditions for public purposes (vide 
Arts. 142, 144.). They are generally granted to Civil and 
Military Departments at par arid premium. A R. T. R. is 
not transferable but can be exchanged. (Arts. 130, 141, 143, 
C. A. C.) • 

A T. O, will grant a transfer receipt in exchange for one 
drawn on him. 

If on the public sorvice, only if the payee be a public 
officer and require the receipt to be exchanged for reasons to 
be stated in his application. 

If for a private remittance, only if the payee have been 
removed to the neighbourhood of a Treasury different from 
that originally drawn on. (Art. 148, C. A. C.) 

Q. 157. — By what rules are Remittance Transfer 
Receipts to Sepoys and Policemen regulated and state all 
that you know in connection with it ? 

A. — In the case of Sepoy’s and Policemen’s remittances, 
Commanding Officers will forward the Remittance Transfer 
Receipts to the payees direct. Descriptive rolls of the payees, 
duly filled in and signed, will at the same time be sent to the 
Treasury officers concerned. (Art. 149.) 

These Remittance Transfer Receipts are payable to the ; 
parties described in the roll. In cases of doubtful identity, 

9 
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•payment may be made on v security al the discretion of the 
Treasury Officer. ( Art. 15$ J 

If a Sepoy payee be Enable to attend the Treasury but 
have endorsed the receipt, or in the case of demise of such jfcyee ; 
the payment may be made to the Adjutant of the Regiment. 
(Art. 151.) 

These Remittance Transfer Receipts if not presented for 
payment at the expiration of six months from the date of issue 
should be considered as cancelled, and if they are presented 
after that period payment should be refused. Transfer receipts 
which have 'thus become uncurrent will be returned by the 
payee to the drawer for the issue of a fresh receipt, or for the 
refund of the amount, as may be required. (Art. 152.) 


CHAPTER 10. 

Budget. 

Q. 158. — On whom does the burden of proving the 
correctness of the budget estimate rest? 

A. — The responsibility of the budget estimate lies with 
the Local Government, and they are accepted by the Govern- 
ment of India as the estimates, not of the Local Accountant- 
General, but of the Local Government and for any error of 
failure in the estimates the Local Government is primarily 
accountable. (Art. 153.) 

Q. 159. — State all that which is required of the head 
of an establishment relative to the charge of his fixed 
establishment in the preparation of the budget estimate? 

A. —What are called fixed establishments are $bt irrevoca- 
bly fixed for all time and should be brought under the formal 
review of heads of departments, from time to time ; even when 
thole is no thought or intention of making any change in esift- 
bliphmentSj it would still seem to be desirable that heads of 
d^|i^tmentS Should review the entire estimate of the require- 
their tbpartmeats. (J|ote J to Art. JM). ■' 
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Q. 160 .— What aie the rules that should be attended 
to the preparation of the btft%et estimate? # 

A. — The following are the eh Af rules for the preparation of 
the' budget estimate : — 

(1) It should be for what is expected to be actually 

received or paid during the year, including the 
arrears of past jepvB. In no cases are net re- 
ceipts or net charges to be entered, bijt the 
gross transactions in fall. 

(2) For fixed charges the detailed estimate should 

show the full amount of the sanctioned Beale (in 
the case of progressive salaries, the actual 
salary which is being earned on 1st April of 
the year for which the estimate is made, 
without reckoning any future increments) and 
where it is found by experience, that a saving 
wall arise from absence or other cause a lump 
deduction may be made. 

(3) The columns of numbers must be carefully 

checked; the rate of pay should be stated 
whenever possible in order t* admit of verifi- 
cation with the column of charge. 

(4) For all fixed recoveries and fixed payments, other 

than establishment charges, the sanction fixing 
the amount should be quoted. 

(5) Opposite every item of fluctuating charge such as 

travelling allowance, contingent charges, official 
postage and the like, note in red ink should be 
, made of actual expenditure of each the 3 
previous years, together with a brief explana- 
tion of any abnormal variation. 

• - 

(6) The estimate of receipts and varying charges 

should not be merely an arithmetical average of 
3 years’ figures. The average is a guide, bat 
, it should not be taken absolutely. . . 
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(7) No new chargS may be deluded in the budget 
until sanctioftfd by competent authority* 

\8) Every department will proviefe for tbe whole 
receipt and charge with which it deals tiifally. 

(9) As charges £or the freight paid in India or stores 
received from England will be borne by the 
Department ^against which the cash of the 
stores is charged in the home accounts, provi- 
sion will be made in the departmental estimate. 
(Art. 155.) 

Q. 161. — distinguish between — 

(i) ‘ Budget Grants 9 and ‘ Sanctions 9 ; 

(ii) * Budget Estimate' and ‘ Revised Estimate.' 

(iii) How should Progressive Salaries be reckoned in 

the Budget Estimate ? 

A. — (i) Budget grants are those that f are prepared and 
submitted by the heads of departments. 

Budget Sanctions are, the grants that have been 
sanctioned by the Government of India. 

(ii) Budget estimate is the estimate that is prepared 
by the heads of officers. Revised estimate is 
^ the estimate authority ordering its acceptance. 

(iii) in the case of progressive salaries, the actual 
salary which is being earned on 1st April of the 
year for which the estimate is made, without 
reckoning any future increments, should be 
made in the Budget estimate. (Art. 155 5.) 

Q. 162. — What does the Accountant-General do on 
receiving the Budget Estimate notes from the Comptroller- 
General ? • 

A. Tbe Accountant-General on receiving the Budget 

notes from the Comptroller-General will revise the budget 
figures and work out the grants for Civil Departments as 
finally sanctioned. He will th«| send advises to all disbursing 
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and controlling officers/shewing the amounts allowed for conS# 
tingencies and fluctuating expetfcjiture of every office. (Art. 
156.) 

Q* 463. — Can a charge requiring special sanction be paid 
on the ground that it has a provision in the budget ? t 

A. — No. The fact of a charge which required special sanc- 
tion having been included as parsed in a budget is no authority 
for it& payment. But there must be a special sanction. (Note 1 
to Art. 1&6.) 

Q. 164. — How is the expenditure not provided for in the 
sanctioned budget to be dealt with ? 

A. — Expenditure which cannot be met from the grant 
made at the beginning of the year for the service of the depart* 
ment to which it appertains requires, ipso facto, and a part from 
all other rules, the sanction of Government. Every application 
for such sanction should be accompanied by a statement in 
Form 17, showing liW the expenditure is proposed to be met. 
A copy of this statement should be forwarded by the sanction- 
ing authority, together with the order of sanction, to the Audit 
officer. Where re-appropriation is made for an existing grant, 
the audit office will conduct the audit against the reduced 
grant. (Art. 158.) 

Whenever, therefore, a proposition is made under Art. 158, 
the fact that provision has not been made for the desired 
expenditure in the estimates should be prominently set forth, 
as well as the particular reasons why it is, nevertheless consider- 
ed indispensably necessary that the outlay should be immedi- 
ately incurred, and should not be postponed to the next 
financial year. Explanations should also be invariably given 
why the need for the expenditure was not foreseen in time 
to obtain sanction for its inclusion in the estimates. (Art. 160.) 

Q. J 65.— What are the points to be clearly set forth 
when proposing expenditure for which no provision has 
been made in the estimates of the year ? 

A. — When proposing expenditure for which no provision 
has been made in the estimates of the year, the fact that 
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provision lias not been made for the d Aired expenditure in tbe 
estimates should be promidbfltly set forth, as well as the parti- * 
cular ifeason why it is, nevertheless, considered indispensably 
necessary that the outlay should be immediately incurx$d and 
should not be postponed to the next financial year. (Arts. 
159 and 160.) f 

Q. 166 — State the rules as to " inevitable payments ” 
which are not provided for in the budget estimate 7 * 

A. — The want of provision in the estimate does xjot operate 
to prevent payment of any sums really due by Government, 
nor the want of sanction to prevent record of any actual 
payments. * 

* Money indisputably payable should never be left unpaid ; 
and money paid should under no circumstances be kept out of 
the accounts a day longer than is absolutely necessary (Arts. 161 
and 162.) 


CHAPTER 11. 

grOVERNMENT SECURITIES IN TRUST. 

Q. 167. — What is the rule regarding the custody of 
Government Promissory notes held by a Government 
Officer in his official capacity ? Are there any exceptions 
to the rule ? If so, mention them. 

A. — When Government promissory note are deposited with 
a Government Officer, the depositor should, after, drawing all 
interest due up on them at the time, endorse them to such 
Government Officer, who should forward them for custody to the 
-Account Officer of the department concerned with each 
despatch of notes, a covering list in duplicate is to be sent. But 
^be'ioitewing are exceptions to this rule. 

" (1) Securities likely to be returned within twelve 

months. , 

i$) Securities varied in a Ibecumrer lif Charitable 
3 Act VII ofHWO. ‘ 



71 


OHAP. 11.] GOVERNMENT SHOURlJlIS IN TRUST. 

(3) Securities vested in V Bishop or Arohdeaoon. 

(4) Securities deposited! with a High Court, the 

Cftief Court of ^Punjab, or the @ourt of 

Recorder of Rangoon. 

(5) Securities deposited in the Indore Residency 

Treasury by Native Chiefs of Central India. 

Q. 168. — What course should, be adopted if it is desired 
that ’interest should be drawn during the period of deposit? 

A.— Jf it is ini ended to draw interest on the notes during 
the period of deposit, they should before despatch, be re-endors- 
ed by the Government officer receiving them to the Accountant- 
General, Madras or Bombay, or to Comptroller- General as the 
case may require. Such notes will be converted into stock of 
the loans to which they severally appertain. The interest falling 
due upon the stock will be remitted periodically to the Account 
officers concerned by whom it will be distributed among the 
depositors. (Art. 166.J 

Q. 169. — How are notes deposited for temporary pur 
poses to be dealt with f 

A. — When notes are deposited as security for temporary 
purposes for more than one year, and it is not the wish of the 
depositor to draw interest while they are thus deposited, the 
Government Officer receiving them should not re-end orse them 
but simply forward them for custody to the Account officer. 
They will not be converted into stock, but kept without any 
change, and delivered upon an expiry of the period of deposit. 
No accounts will be kept, no interest will be drawn and no fees 
will be charged. (Art. 167.) 

Q. 170.— A person wishes to purchase Government Pro- 
missory Notes out of funds which he holds in trust. What 
should he do ? 

^ — When an officer wishes to purchase a note out of any 
funds which he holds in trust, he should obtain in favour of the 
Comptroller-General or the Accountant-General, Madras or 
Bombay, aeihe case may be, a transfer receipt, see Art 143— 
J (17) for thoapo^t Of the xnorkot value pics & per coni to cover 
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^eny payment that may bj necessary ifor interest due on the 
notes as well as the comfndesion of £ per cez^., mentioned 
below. The transfer receipt and applications ay be sent direct 
to tbe Comptroller- General or Accountant-General, Madras or 
Bombay, as the case may be, who will send the notes when 
purchased, together with an account and an order for the 
balance to be refunded. (Art 169, C. A, C.). 

Q. 171* — What should an account officer who bolds 
securities in Trust do ? 

* A. — Every Account officer receiving notes for custody is 
required to publish yearly a list of the notes in his custody. 
Every ex-officio holder of a note should watch f of' this publica- 
tion and bring to notice any omission nr error in which he is 
ooncerned. (Art. 171.) 

Q. 172. — What are the rules regulating investments in 
Government Securities of funds held in trust by public 
officer for public or gwcm-public purposes or on behalf of 
Government ? 

A. — (1) Subject to the exception referred to in Buie 3 
all investments in securities of trust funds 
held by a Government Officer for a public or 
qwem-public purpose, shall vested into Gov 
eminent pro. notes. 

(2) All trusts shall stand in two names, and instead 

of tho personal name of an officer of Govern- 
ment, his official designation shall, if possible, 
be employed. 

(3) If owing to any legal or other difficulty the 

above orders cannot be carried out, the 
faots of the case should be reported to the 
Local Government, and tbe Local Govern- 
ment should, by special orders, make such 
arrangements as may be necessary to protect 
the interests of Government and to secure 
the safety of tho Trust Funds <*• securities, 
(Art, 173.) ,, 
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CHAPTER 12. 

•I 

£habitablb JBJniJjwments. 

Q/i78.— Who are Treasurers of Charitable Endow- 
ments T How are properties belonging to such Endowments 
vested in them f 


— The Accountant-General or the Comptroller of a 
territory and Coorg. * ^ 

The Accountant-General, Madras, Madras Presidency. 


Ditto 

Bombay, Bombay Presidency. 

• Ditto 

Bengal, Lower Provinces. 

Ditto 

N. W. Provinces'^ N. W Pro- 


and Oudh. > vinoes and 


J Oudh. 

Ditto 

9 Punjab, Punjab. 


The Comptroller, Central Provinces, Central Provinces. 
Ditto * Burma, Burma. 

Ditto Assam, Assam. 

(Art. 175.) 

When the Local Government has passed an] order vesting 
any property in the Treasurer of Charitable Endowments, the 
title deeds, or if the property consists of securities, snoh 
securities, should be forwarded to him. The vesting order of 
itself operates to transfer the securities to the Treasurer, and 
there is no necessity for the endorsement to him by the 
previous holders. (Art. 176.) 

Q, 174.— What are the fees payable relating to property 
vested in the Treasurer of Charitable Endowments and how 
are they collected ? 

A*— (l) In the case of securities for money — 

(a) For the purchase and sale of securities, a com- 
mission of one-eighth per cent, in addition to 
any actual outlay or brokerage. 

qb) For drawing interest, "a commission of one- 
fourth per cent. 

IQ 



74 


INTEREST 0N| GOVERNMENT PAPER. # [CHAP. 13. 


!< . I 

(c) For remitting interest,'* 1 the actual charges in- 
curred. t ;# 


(2) In the case of property other than securities for 
money, the actual charges incurred by the Treasurer 
in the discharge of his functions in respect of the 
property. 


The Treasurer may deduct any fees payable io the Govern- 
ment on account of any endowment from any money in his 
hands on account of such endowment. If he holds no such 
moneys, the amount should be claimed from the administrators, 
(Art. 177). • 


CHAPTER 18. 

Interest on Government Paper. 

Q. 175. — How is interest on Government Pro. notes 
raado payable at any Treasury in India ? 

A. — Interest on securities of the Government of India can 
be made payable at any Indian Treasury on the application to 
the Public Debt Office, Bank of Bengal, Calcutta. The note 
must be forwarded with the application, and will be returned 
enfaced for payment as desired. (Art. 178). 

Q. 176. — What are the chief points that should be 
observed by a Treasury Officer before making the 
transfer for payment of interest on a Government security 
to Presidency Banks ? 

A. — Before making the transfer the Treasury Officer will 
see (1) that the note is enfaced for payment of interest at his 
Treasury and is entered on his register, (2) that the application 
is made by the holder, (3) that there are vacant spaces on the 
back of the note fot endorsements and for noting interest ^pay- 
ments, and (4) that there is space cm the face of the note for 
the order for transfer. (Art. 178 a.) 

Q. 177.*— Describe the procedure to be followed in the 
payment of interest on Govef^ment Promissory Motes ? 



CHAP. 13.] INTEREST ON GOVERNMENT PAPER. 75 

A. — On presentation of a Government security for the reali- # 
sation of interest due, it is neccssailr to see that it has been duly 
enfaced for the payment of interest at the Treasury, and that 
adviee# of the same has been received and registered. Interest 
should not be paid on a Government Security unless duly 
enfaced ; also if the superintendent’s Amdor.^emcnt, mentioned 
in Art. 178, is not on the note, the Treasury Officer cannot 
pay jnteiest, but must return the note to the Public Debt 
Office, in order that the omission may be supplied. Also, if 
interest has been left- undrawn for many years and no satis* 
factory explanation of this is offered, further interest should not 
be paid without a special reference to tho Public Debt Office to 
ascertain that there is uo objection to such payment. (Art. 182.) 

Q. 178. — What are the Chief conditions subject to which 
payments of interest on (Government Promissory Notes are 
made at a Treasury t 

A. — Vide Ans. to Q. 176 — supra. (Art. 182.) 

(1) That the person to whose or. to whose agent's receipt 

payment is made, is either the person in whoBe 
name the note was originally issued or one who 
derives his title from the said person by a regular 
chain of endorsements of the form described in 
Article 181 ( Vide Ans. to Ques. below.) 

(2) That all the endorsements upon the note whether of 

transfer or of payment of interest are clear and 
distinct j that there are no cross-endorsements 
and there remains room for a clear and distinct 
endorsement for renewal and for interest accrued. 

(3) That the note itself is not mutilated or torn, 

(Art. 182.) 

Q, 179. — State the conditions under which interest on 
Goyei^iment Promissory Noues may to paid at Mofussil 
Treasuries. Mention the points to which a T. O.’s attention 
is necessary when interest is claimed on a Promissory Note 
which has* been endorsed to a new owner siuce the last 
payment of interest t 
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<• . t 

t A.— Payment at Mofussil Treasuries of interest upon 

Promissory Notes of the GtKfernment of India ift made subject 
to the fbllowing conditions, (that is to say 

(1) That the person to whose, or whose agent's receipt 
payment i| made, is eithor the person in whose 
name the note was originally issued, or one who 
derives his title from the said person by a regular 
. chain of endorsements of the form described below. 


Pay to C D. Pay to C, D. oi order. 

(Sd.) A. B. (Sd^ A. B. 

. (Art, 184.) 

{2j That all the endorsements upon the note, whether 
the transfer or o£ payment of interest, are clear 
and distinct, that there are no cross-endorse- 
ments, and that there remains room for a clear 
and distinct endorsement for renewal and for 
interest accrued. 

(3) That the note itself is not mutilated or torn. 
f ( Division into an upper and a lower half does 
not reckon as mutilation if the two halves are 
Jirmly rejoined.) (Ait. 183.) 

When interest is claimed on a Government Promissory 
Koto* and it is found that the note boars an endorsement show- 
ing that it has boon transferred to another owner or that a 
new signature is appended to the receipt for interest, attention 
must be given to the following points : — 

(a) The note may have been endorsed by its former 
owner. 

If the endorsement be in English, it will be enough tq see 
that there is no reason to question the signature. 

I* the endorsement be in any native language, under it 
should be written a full und literal translation in English. 
(Art. 186.) 
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If the endorsemeiA bears the signature of a native femal^ 
it must besattested by the feirnature of two respectable 
witnesses, who rfust appear befoif the T. 0. (or a Sub* T. 0. 
wdid «s qualified to take and record evidence, provided that he 
is not a mere ministerial officer, or before a Justice of the Peace) 
to testify the genuineness of the endorsement. Such officer 
should authenticate the examination in the following form ; — 

“ Examined before me.” 

(Sd.) A. B, 

Treasury Officer, 

. (Art. 187.) 

(6) the note may have been endorsed by the attorney 
of the former owner. In this case the T. 0. is 
to refuse payment of interest and to require 
the claimant, if he desires such payments to 
be continued, to have the note renewed in his 
ow^ favour. (Art. 189.) 

(c) It may have been endorsed by the heir, executor, 
or administrator of an estate. 

In this case the T. O. will also refuse payment of inter- 
est, unless the claim is supported by a certificate under the 
Succession Certificate Act of 1889, or a probate or letters 
of administration granted by a competent Court, under the 
provisions of the Indian Succession Act of 1865 or the probate 
and Administration Act No. Y of 1881. The T. O. must register 
such certificate, probates of letter of administration (Art. 215) 
and enter them on the reverse of the note, immediately under 
the endorsement, to the validity of which they are to testify,, 
care being taken that a certificate to realize interest only is not 
admitted in support of a transfer endorsement. (Art. 190.) 

Hots.— I f a promissory note is pnrobased by tbe Executor or Adminis- 
trator of an Estate in bis own name and tbe endorsement describes bim 
as Eyeoptor or Administrator, interest can be pafd to bis receipt without 
Any other authority. 

. <j. i 80 .~Wbat documents should be filed with an 
application far transfer of Government Promissory Notes 
jwtaa dffining them by virtue of snrvivorship ? 
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* A. — In ordinary circumstances, an\l unless the right is 
openly and expressly disputed, property in promissory notes, 
standingfin or endorsed int{> the names of mSre than one pro- 
prietor lapses to the survivor or survivors ; but in all cafes in 
which a joint-proprietor of a note is staled to have deceased, 
proof of decease, either ih the shape of a solemn affidavit or 
affirmation of the knowledge of such decease, made by respect- 
able and uninterested parties before a -justice of the Peaqe or 
other judicial officer, or in the shape of a burial certificate, 
copied from the usual registers and attested by tile proper 
authority, or pertiticate of death or other satisfactory evidence 
should be required to be produced and when piyiduced should 
be registered, and entry made on the note, in the following 
form, below the signatures of the survivors : ~ 

“ Proof of death of , registered No, of 

(Signed) A. B., 

Tr&asury Officer. 

(Art. 198.) 

y. 181. — What are the points the Treasury officer is 
required to note before payment is made in the following 
cases ; — 

(a) When an endorsement is made by a native 

female f 

( b ) When a note is blank endoised ? 

(c) When the inteTest is claimed by joint holders ? 

( d ) When the endorsement is made to a new owner 

in a native language t 

(e) When a note is endorsed by the heir, executor 

or administrator of an estate ? 

A. — (a) Whether such endorsement is attested by at least 
two respectable witnesses who must appear 
before the Treasury officer to testify to the 
genuineness of the endorsement, # Such officer 
Should authenticate the examination. (Art. 
■ 187.) « 
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(b) The holder thereof will be required to spec&lly 
f endorse the same before submitting it for pay- 
ment of interest. " 

(c) If a written authority by the joint holders to give 

a discharge on behalf pi tlie others is produced. 
(Art. 197.) 

(d) If a full and literal translation in English is 

written under the endorsement in any ifativo 
, language. (Art. 186 n.) 

(e) If the claim is supported by a certificate under 

Act. VI l of 1889, or a probate or letters of admi- 
# nistration from a court of competent jurisdic- 
tion within whose limits and jurisdiction the 
deceased’s estate is situated. (Art. 190.) 

Q. 182. — What are the rules regulating investments 
in Government securities of funds held in trust by public 
officers for public* or t/wm-public purposes, or on behalf 
of Government ? 

A. — (1) Subject to the exception referred to in rule 3, all 
investments in securities of trust funds held 
by a Government officer fo* a public or 
quasi* -public purpose, shall be converted into 
Government pro. notes. 

(2) All trusts shall stand in two names, and 

instead of the personal name of an officer of 
Government, his official designation shall, if 
possible, be employed. 

(3) If owing to any legal or other difficulty the 

abovo orders cannot be carried out, the facts 
of the case should be reported to the Local 
Government, and the Local Government 
should, by special orders, make such arrange- 
ments as may bo necessary to protect the 
interests of Government and to secure the 
safety of the Trust funds or securities. 

Q. 183. — A Government Promissory note is presented 
t»o a Treasury Officer for renewal. State bow it should be 



80 


INTEREST ON GOVERNMENT, PAPER. < [CHJLP. IS. 
• * 

receipted, what precautions $hould be taken by the T. 0. 
and wharf; procedure he shdjald follow ? 

A. —A note tendered for renewal must be receipted on^the 
reverse as follows : — 

u Reoeived in lien thereof a renewed note in the name of— 
with interest payable at , 

'' — * — $ 

Signature of Htlder.' 

(Arts. 202, 203, 204, Q. A. C.) 

If a person tendering a note for renewal applies for more 
than one note in lieu of the note tendered, the latter must be 
receipted on the reverse as follows, or near thereto as circum- 
stances will admit- 1 - , 

41 Received in lieu of the within two (or more) notes for— 

respectively in the name of with interest payable at 

Signature of Holder , ** 

t, (Art. 203.) 


If a person tendering more than one note for renewal 
applies for one consolidated note in lieu of the notes tendered, 
the latter must be receipted as follows, or as near thereto as 


circumstances tvill admit : — 

“ Reoeived in time of the within a new note in the name 

0 f for R by consolidation with promissory notes or 

note Nos. (mentioning the numbers and the amounts of 

the other notes to be consolidated with it), with interest 


payable at 


Signature of Holier” 

(Art. 204.) 


The holder's signature should agree letter for letter with 
the name in the body of the note, or in the transferring 
endorsement as the case may be, the usual signature may be 


*41*4 below. (Art. 205.) 

( When the Holes are predated to a T, O. he will despatch 
this tfptas iilmlyes, by post registered ; the upper haiy^s ^iould 
‘ iLtl* Inwan siitAA liAinff AfiOt on reAiiiist of 
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connected with transaction entered on back of the noteg ie 
correctly certified against each t^tefcsaction : — 

(а) In the receipt for rcnlwal, the name of t£e payee 

of the new note should be correctly and legibly 
written. 

(б) In the case of notes required in favour of a Euro- 

pean female her condition in life (unmarried* 
married or widow) should be stated. 

• 

(c) In the case of married women whose marriages 
were solemnized before 1st, January 1866, the 
* consent of the husband should be obtained 
and duly certified on the notes by the T. O. 
(Art. 201.) 

Q. 184. — What are the rules under which Government 
Pro, notes may be consolidated or sub-divided ? 

A. — (1) Government Pro. notes may be consolidated or 
sub-divided at tho option of the proprietors. 

(2) Notes will be issued for Rs. 100 or multiples of 

Rs. 100. 

(3) Every note so to be consolidated or sub-divided 

must be endorsed by the proprietor in the forms 
prescribed for the purpose in Arts. 203 and 204. 

(4) A fee according to the seaie prescribed in .Art, 

200, viz. (for eacli note four annas per cent, 
if the new note does not exceed Rs. 40u, and 
one rupee in the new note exceed that sum) is 
leviable upon each new note issued in consoli- 
dation or sub-division, but no fee is charged 
when notes of a consolidated loan are issued in 
exchange for those of other*loans. 

(5) Debentures repayable on different dates, or at 

different Treasuries, cannot be consolidated 
and notes of sicca loans cannot be sub-divided. 
(Arts. 212 and 213). 

11 
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« Q. 185. — (a) State the conditions tunder which Native 
CbiefB are allowed to coDv^ft Government Pn>. notes into 
Notes of* a special form ? (Vhat are the aSvantages if any 
possessed by them over ordinary Notes ? 

A.. — The following f^nr conditions nre allowed for Ruling 

Chiefs of Native States in converting Government Promissory- 

notes of Ordinary form into these of special form. 

■ . * 

(a) 1. The special notes are issued only in favonr of 

ruling chiefs of Native States whose admission 

to the privilege lias been sanction* d by the 

Government of India in the Foreign Department. 

2. Applications for notes in such form should 

be made to the Comptroller- General by the 
Political Officer resident in the State and 
should quote the order of Government of India 
sanctioning the admission of the State to the 
privilege. 

3. The amount of each note will not bo less than 

Rs. 50,000. 

4. The notes are not negotiable by endorsement, 

tmt the holder can at any time obtain in 
exchange, if he desires notes of the ordinary 
form on application to the Public Debt Office, 
Calcutta. 

(6) The advantages of holding notes in special form 
are — 

1. Interest upon these notes is exempt from Income 

Tax. 

2. The notes being issued in the name of the chief, 

his heirs and successors, devolve by mere 
succession to the Raj without legal adminis- 
tration. 

3. The notes are enfaced for payment of interest 
at any Government Treasury desired as in 
the case of ordinary notes. (Art. 214 a.) 
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Q. 186.“ What are the rules regarding powers-of-atJor» 
ney and what steps are takdi to protect the holders of 
Government Pr8missory-nobes jrom risk in tr&ilfemitting 
thefrMiotes by post ? 

A. — Attention is required to the following rules regarding 
powers-of-attorney : — 

(a) Powers in favour of a house of business, without 

specifying the individual members at the time 
• composing the house, aie inadmissible. 

( b ) Powers not in favour ot A and B “ jointly and 
* severally,*’ require that both A and B should 

sign in any transactions done in virtue of such 
• powers. 

(c) General powers, i.e. f powers relating to all notes 

standing in the name of the grantor, are not 
held to apply to promissory notes in which the 
grantor is interested jointly with others, unless 
they contain a special clause to that effect, ora 
specification of the notes. (Art. 221.) 

With a view to protect the holders of Government Promis- 
sory Notes from risk in transmitting their notes by post, Trea- 
sury Officers are authorised to register the endorsements on 
notes presented to them for this purpose but should further 
warn holders of the advisability of forwarding the upper and 
lower halves with the same precautions as are taken by Trea- 
sury Officers in despatching notes for renewal. (Art. 222). 

Q. 187.— What is the course to be followed by parties 
who have lost Promissory Notes and are desirous of apply- 
ing for the issue of duplicate ? 

A. — (1) The alleged proprietor of a lost Promissory Note 
must advertise the loss pf the note without 
delay, in three successive issues of the Gazette 
of India and also in the Local Government 
t Gazette. 

(2) He should further address the Secretary and 
Treasurer, Bank of Bengal, on the subject, 
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fully detailing 1 the circuit stances attending the 
loss of the nofJ», f and the dates anck pages of the 
Gazette of ifdia in which ifts advertisement 
appeared, at the same time f urnishingf *any 
proof he mny possess of the note having been 
his property. (Art. 22M.) 

Q. 188. — In what respect does Provincial Debenture 
Loan differ from Government Promissory Notes ? 

A. — Interest on debentures cannot be paid elsewhere than 
at the places mentioned in them, whereas Government Promis- 
sory Notes may be made payable at any Treasury. (Art. 227.) 

CHAPTER 14. 

Stock Ckktificatls. 

Q. 189. — What arc Stock Certificates ? What are the 
advantages stock certificates have over Promissory Notes ? 

A. — Stock certificates of debt arethoso which arc issued 
from the Public Debt Office, Calcutta, in lieu of Promis- 
sory Notes, under the notification of Financial Department. 

A stock certificate certifies that “A B is the registered 
proprietor of the advantages arc Rs. of the per cent. Loan 
of — bearing interest from,” Ac. 

(а) Government. Promissory Notes can be converted 

into stock certificates and re-converted iuto 
Promissory Notes at any time, at the option of 
the holder. 

(б) The holders of stock certificates are not required 

to present them in person or by agent when 
the interest becomes due. On application 
madg, interest will be paid on stock cei*t ideate 
holders by warrants on any Government Trea- 
sury, which warrants will be sent by post, on 
the day the interest falls due* the stock 
, y V holders direct, op tlerough the Trea- 
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(c) Stock certificates are not negotiable by endorse* 
f ment, and are consequently of no value in tbe 

hands of a wrongful holder, and the risks 
arising from the possession or repeated trans- 
mission of negotiable securities are thereby 
avoided. 

( d ) In the event of the loss of a stock certificate by 

theft, fire, &c., a fresh certificate will issyae on 
satisfactory evidence of loss. (Art. 228.) 

Q. 190. — State briefly the duties enjoined on a Treasury 
Officer when an application for a stock certificate is pre- 
sented to liiift ? 

A. — Thq Treasury Officer is enjoined to give every assist- 
ance and instruction to the applicant of a stock certificate in 
endorsing the notes and filling up the form No. 27 as required 
by Art. 232 and to see that due registry of all documents in 
support of title 1o*the notes or debentures be certified* on the 
reverse. He must also satisfy himself that the person who 
presents the application is the person he represents himself to 
be. (Art. 233.) 

Then he should forward the application and the note (in 
halves) to the Secretary and Treasurer, Bank of Bengal, Public 
Debt Office, in a registered cover, insured as of the value of 
Rs. 100. (Art. 234.) 

He should also be the channel of and should facilitate, any 
necessary correspondence between the Public Debt Office and 
tbe applicant, so that any formal defects may be remedied, or 
objections raised by the Public Debt Office removed. (Art. 234.) 

When the stock certificates and an interest transfer receipt 
are received from tbe Public Debt Office, the Treasury Officer 
must deliver the former to the applicant after entering it in a 
register (Form 28) and taking his receipts the proper column* 
He wifi register the letter in a register of interest orders and 
be may deliver it either to the applicant in persons or to his 
attorney or*to any one sent by either of these and bearing a 
written and signed request for the delivery. The signature of 
tbe recipient must be obtained in the Register and payment 
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dviy then be made at the Treasury in tjie usual ■way, as on an 
ordinary authorized pay-orc&f, the Treasury Officer being re- 
sponsible as in the case of all other payments,* that the payment 
iB made to the proper person. (Arts. 233, 234, 235, 237.). • 

Q. 191. — When, how^and to whom are orders for payment 
of interest on stock certificates issued ? What check does a 
Treasury Officer exercise over such orders and under what 
circumstances to the Public Debt Office ? 

A. — The interest due on the stock certificates witt be sent 
b y the Public Debt Office to the treasury, without further ap- 
plication, upon the due date, or it will be sent* to tbo holder 
direct on his written application. It will be sent in the form 
of a warrant and made payable to the order of the registered 
proprietor. 

The Treasury Officer will register the warrants which he 
receives in a register of Interest Orders ^and he will deliver 
them either to the holder in person, or to his attorney (Art. 
215), or to any one sent by either of these, and bearing a 
written and signed request for the delivery. The signature 
of the recipient will be taken in the register, and payment will 
thereafter bo tnade at the treasury in the usual way, as on an 
ordinary authorised pay-order, the Treasury Officer being 
responsible, as in the cat-e of all other payments, that the pay- 
ment is made to the proper person. 

In every case advice will have been received of the issue of 
the warrant and those advices must be carefully kept as in the 
case of advices of bills. 

The Treasury Officer is not required to advise the holder 
of the arrival of his interest warrant ; the holder should know 
the dates on which to expect it. But if the holder leaves the 
interest order unajjplied for eight months, then the Treasury 
Officer, should return if (together with the next following one, 
which he will have had for two months) to the Public Debt 
Office and mark them off in the register as thus returned. The 
Pablic Debt Office will retain them till they are claimed. 
(Arts. 236 to 239,) % 
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CHAPTER 15. 

DeposiJ^. 

Q* 192.— Name the different heads of deposits. 

A.— The following are the different heads of deposits : — 

(!) Revenue deposits. 

(2) Civil Court’s deposits. 

(3) Criminal Court’s deposits. (Art. 245.) 

0 

Q. 193. — What procedure is to be observed by a Treasury 
Officer in receiving money for deposit, and in what oases 
must he refuse to accept it for such purposes ? 

A, — It is the business of the Treasury Officer to see that 
no item is credited as a deposit save under formal order of 
competent authority, and also, if the amount could be credited 
to some known head in the Government accounts to make 
representation to the* court or authority to order its acceptance. 
No sums are to be credited in any deposit register which can be 
carried to any other head of account. (Art. 256). 

Q. 194.— What are the items which are forbidden by the 
Code to be retained under this Code. 

A, — The treatment of the following items as deposits is 
prohibited : — 

(a) No pay, pension or other allowance should be 

placed in deposit on the ground of the absence 
of the payee, or for any other reason. 

( b ) No fines should be placed in deposit on the 

ground that appeal is pending ; they should be 
credited at once to Government, and refunded, 
if necessary, on order of the appellate court. 
(Art. 247 6.) 

* 

(c) Refunds, whether of stamp, or of other receipts 

can be drawn only on the appearance and on 
the receipt of the person entitled to them, after 
production of due authority ; on no account may 
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they be charged on the tfeoeipt of an official and 
lodged in devbsit pending demand* (Art. 247 c.) 

Note. — In a district office fay should not be drawn till the claimant 
appears. 

(d) The sale-proceeds of unclaimed property are not 
to be placed in deposit at all. (Art. 248.) 

The exceptions to the above rules are the following : — 

V * 

(1) (i) The balance of the cheque for payment of Native 

Military Pensioners, (ii) When a pension is 
granted to several persons jointly, it may not be 
drawn on the appearance of a claimant only and 
payment of his reputed share made the balance 
being placed in deposit. (Notes* 1 and 2 to 
Art. 247.) 

(2) Compensation fines including cost in criminal cases 

due to an injured party, and not to Government, 
should be kept in deposit in oa&es subject to appeal 
till the period allowed for presenting the appeal has 
elapsed or if an appeal be presented, till it is 
decided. (Art. 247 6.) 

(3) The rtet sale- proceeds of impounded cattle are to 

be kept in deposit for three, months, and if no 
claim be made within that time, are to be credited 
to the proper account. (Art. 248.) 

(d) The property left by persons dying intestate and 

without heirs will be secured and held by Civil 
Courts in accordance with the local law, (Clause 2, 
Art. 248,) 

( e ) If unclaimed property be perishable and be sold 

because it cannot be kept its proceeds should 
beheld for six months in deposit. (Note 1 to 
Art.^88.) 

( f ) , Money belonging to prisoners in jail should not 

be held for long terms by the J ail Department, but 
should be transferred at convenient intervals to 
, ^ MAgWiwIe fot^poeit,. (Note 2to Art, 248.) 
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ig ) Property found by, or delivered up to, a Fo^cc^ 
Officer should be in Ale over to the Magistrate for 
depolit. (Note 3 to Art. 248.) 

S r 

Q. 195.— -State the rules with exceptions regarding the 
deposit of funds of quasi - public instjtutions, &c. 

A.— iThe funds of gwast-public institutions, even when aided 
by Government, as dispensaries are, may not be plaoed in 
deposit without special sanction of Government. Nor can 
any jewels or other property received for custody and restora- 
tion in kind be brought on the deposit register though the 
value be stated in money. 

1. A single exception is made in a case where a district 
officer has to receive from a Native State a sum of money to be 
paid out to certain claimants, if the money is paid in coin of 
a native mint, it may be credited in the deposit register at its 
reputed value ; rejyiyments, which will be in the same coin 
being of course charged at the same value. (Art 249 ) 

Q. 196. — What are the limitations regarding Revenue 
Deposits and how aro they refunded ? 

A. — No sums, which can be credited to anj other head of 
account so as to make representations to the Court or authority 
ordering its acceptance, can be credited in any Revenue Deposit 
Register, for example the revenue paid to Government on 
account of a demand not yet due, may not be credited in the 
Revenue Deposit Register, but should at once be carried to 
the proper Budget head. 

Government Promissory Notes or other security deposits 
(not being cash) received from revenue farmers or other con- 
tractors are not to be treated as revenue and on that account 
be credited in the Revenue Deposit Register. 

Apy person claiming a refund of a Revenue Deposit must 
produce an order of the Court or authority which ordered 
acceptance of the Deposit. The Treasury Officer will compare 
this order frith the entry in the Register of Receipts, and, if 
the balance be sufficient, he will take the payee’s receipt, make 
12 
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•register of repayments and in that of receipts, noting in both 
also the date and amount Idf the repayment, tlf there be not 
a sufficient balance at cfecjlt of the particrftar item, the Trea- 
sury Officer will endorse this fact on the order and retuftif it to 
the person presenting it. (Arts. 246 and 250). 

Q. 197 .—What are\he monthly Returns which a Trea- 
sury Officer his to submit to the Accountant-General in 
regard to transactions under Deposits ? 1 

A.— The monthly returns (1) An extract register of 
revenue deposits received has to be submitted with the cash 
account. t 

4 (2) an extract register of repayments for the whole 

month with vouchers muBt be sent with the second 
list of payments. ^^4 

(3) a return for personal deposits, shewing the totals 
only of receipts and repayments on each personal 
ledger and the charges being shpported by original 
paid cheques. 

(4) the plus and minus memoranda would be sent with 
the monthly deposits returns. ^ 

The following are the annual statements !*>- 

[Jfote.— (1) The Annual Account particulars shewing a list of the 
balances still outstanding of revenue deposits or xtaore than one year’s 
standing. 

(2.) An Annual Account of lapses of deposits is submitted to the 
Accountant-General.] 

Q. 198* — What are the two kinds of Deposits of the Mili- 
tary Department; and what are the rules under which a 
Treasury Officer may receive such deposits ? 

A."(a) Earnest-money deposits, made by intending ten- 
derers. For these no previous permission is 
required, but the depositor must state the name 
of the military officer in whose favour he makes 
the deposit, and that name must be stated on the 
rstoeiph giveii the Treasury, % to part pay- 

ment ot the Earnest, money *aii over he made. 
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( b ) Other deposits. — They* will be reoeived o&ly under, 
Jhe written authority of a military disbursing 
office* and they oannbe repaid only by*oheques 
drawn against the assignments. 

Q. 199.»What is a Clearance Register and what is its 


A. — In April of each year, the outstanding balances in the 
Receipt Registers of the second preceding year, which are not 
reported for lapse under Art. 255, should he transferred to a 
Clearance Register in form 32 with suitable changes in the 
heading, with a view to repayments during the next two years 
being recorded on it in the columns provided for the purpose. 
To this Clearance Register should also be transferred any items 
in the last preceding Clearance Register but one, that are for 
special reasons not allowed to lapse to Government under 
Art. 255, while the bulk of the outstandings in it so lapse. 
Old items thus transferred from one Clearance Register to a 
second one should b8 carefully watched by the District Officer, 
and must in ordinary course lapse at the end of two years for 
which the latter is current. They cannot be allowed to be 
carried forward to a third Clearance Register without the 
special sanction of the Accountant-General (Art^ 253.) 

Q. 200. — Explain the term Lapsed Deposit. 

A . — Lapsed Deposit . — Deposits not exceeding one rupee un- 
claimed for one whole account year, balances not exceeding ope 
rupee of deposits partly repaid during the last year, and all 
balances unclaimed for more thun three complete aocount years, 
will, at the close of March in each year, be credited to Govern* 
meat by means of transfer entries in the Accountant-General*® 
Office* ( Art. 255.) 


Q. 20L— When do deposits and balances of deposits 
lapse and are credited to Government f What checks ere 
prescribed fcognard against second re-pgyn&ents ? 

deposits not exceeding one rupee unclaimed for 
yw, (2) balances 

w$gr J»p4d the JM ymm&M 41 Mums 
tier more than three complete account yeaw. 
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Such deposits and balances at the^close of March in every 
year are credited to Government by moans of transfer entries 
in the Accountant-Generals office. « 

The Treasury Officer submits to the Accountant-G^ieral, 
immediately after the 31nt March, a list showing date of receipt, 
number of deposit, andibalanoe at credit. 

The Accountant-General credits such lapsed deposits or 
balances to Government at the close of each year. They are 
not repaid without his sanction which is given as a matter of 
course on ascertaining that the item was really received, and 
carried to credit as lapsed and is claimed by the proper person. 
The amount of a lapsed deposit refunded is charged in the cash 
book as a refund and not debited to deposits. But the applica- 
tion for refund and the payment of the deposit are recorded 
in the District Register of receipts so as to guard against a 
second payment. 

The following procedure is adopted in preparing the return 

Early in March the old registers of deposits should betaken 
up, and an extract made on ruled paper of thosa of each class 
which would in ordinary course, whether from age or pettiness, 
lapse at the end of the month. This list should then be review- 
ed by the District Officer, and any item, which in his opinion, 
should not be so dealt with, should be struck out, and at the 
same time (if it he an item lapsing from age) entered on 
the first page of the Clearance Registers for that class; full 
detail of the reasons why it is not to lapse being given in a 
covering memorandum. Similarly, if any item is repaid in the 
course of the month, it should be struck out of this list at the 
same time as the payment is entered in the registers of receipt 
and repayment. On the 31st March each of these lists should 
be again checked with the register of receipts, wherein its items 
should be marked off as having lapsed and been credited on 
31st March, and the total of the list should be deducted in the 
pins and minus memorandum from the balance shown at Credit 
of the particular class of deposits, the list itself, signed by the 
.District Officer, being forwarded to the Accountant-General. 
(Arts. 25ft, m.) 
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To guard against a second repayment, the application for 
refund and the payment of the deposit should be recorded it 
the Deposit ltegi|ters and Returi^. 

Q k 202.— After what period *do thQ deposits lapse and 
can a lapsed deposit ever be paid ? 

A. — Deposits not exceeding one? rupee unclaimed for one 
whole account year, balances not exceeding one rupee of 
deposits partly repaid during the last year, and all balances 
unclaimed for more than three complete account years, will at 
the close of March, in each year, be credited to Government 
by means of Transfer entries in the Accountant -General's 
Office. (Arfc 255.) 

Deposits credited to Government under Art. 255 cannot 
be repaid without the sanction of the Accountant-General, 
but this sanction will be given as a matter, of course, on 
ascertaining that the item was really received, was carried to 
credit as lapsed, £^id is now claimed by the person who might 
have drawn it any time before the lapse. (Art. 256). 

Q. 203.— Describe the two methods of keeping Civil and 
Criminal Court’s deposits. 

A. — In the first of these, each deposit ^separately paid 
into, and drawn from the Treasury, upon documents passed by 
the presiding officer and setting forth the particulars neces- 
sary for the entries in the receipt register. In this case the 
registers of receipt and repayment are kept and the monthly 
and annual returns and lapsed lists submitted by the T. 0. in 
the manner above prescribed for revenue deposits, although the 
sets of the registers and returns must all be kept separate 
from those of revenue deposits. (Art. 257). 

According to the other method, the Civil Courts and 
Magistrates merely bank with the treasury, remitting without 
detail their gross deposit receipts for»credit in a personal 
ledger and making re-payments by cheques on the treasury 
which are taken to debit of the same personal account. These 
personal ledgers, and the corresponding accounts and returns 
must be kept by T, O. in the form prescribed for personal 
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deposits, but quite separate from those of personal deposits, 
proper ; and they will be designated as Oivil Court or Criminal 
Court deposits. (Art. 258). f * 

Q. 20l. — How is the Agreement secured between ^the 
Treasury records of Civil Counts deposits and the records 
maintained by the several Courts ? 

A. — To prevent disagreement between the deposit figures 
reported to the Accountant-General by Civil Counts and by 
Treasury Officers it is necessary to arrange that the former 
shall report only completed transactions. A Civil Court does 
not usually receive monoy but give the intending depositor an 
order to the Treasury officer to accept it, and so though record- 
ing the issue of this order in a Court Register with sufficient 
detail, it will not bring the item on the deposit register till the 
T. 0. advises receipt. Similarly it will ascertain from the 
Treasury at the close of the month which of its payment war- 
rants have been cashed and detail at foot of its extract regis- 
ter of repayment the warrants which ar$ unpaid deducting 
their total from the total of the extract. 

The T. 0, will furnish the Court with a dally advice list 
of the sums received and paid or advise the receipt and pay- 
ments in a pass book as may be laid down by the Accountant- 
General. (Art* 263.) 

Q. 205. — How is a Government loan raised ? 

A. — Whenever it is necessary to open a new loan, a notifica- 
tion is inserted by Government in all Gazettes and a general 
letter circulated to Treasury Officers. (Art. 265.) 

Q. 206. — How is a Government loan raised ? 

A. — Whenever it is necessary to open a new loan, a notifi- 
cation id inserted by Government in all Gazettes and circulated 
to Treasury Officers. (Art. 265.) 


.c&aptib 10, 

Local, Municipal and Cantonment Fuels. - 

-0. 2Q7-^f|ow is Local Fund defined in the Civil Service 
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r A. — When re venue derived from special sources is devoted 
to special objects and not to the g<Jneral purposes of the admins 
istration whether Imperial or provincial, the refeane so 
dfevdtod forms a Local Fund, ^(Art. 266.) 

Q 208.— What are the two kinds of a Local Fuads”, and 
explain the difference between tliem and give example 
of each* 

*A. — Incorporated Local Funds. 

•Excluded Local Funds. 

The difference between an Incorporated and an Excluded 
Local Fund i^that the receipts of, and disbursements from, an 
Incorporated Local Fund are incorporated in the public 
accounts, while those of an Excluded Local Fund 'are not 
incorporated in the public accounts. 

Their registers are separate and the totals pass separately 

into the cash account. 

* 

Examples of Excluded Looal Funds : — 

Cantonment, Municipal, Port, Station and Town 
Funds ; 

Educational, Dispensary, Hospital # and all other 
Trust or Endowment Funds ; 

Police Remount Funds ; Persian Famine Relief 
Fund ; 

Pilgrim’s Lodging-house Fund. 

Barea Tribute, Cotton improvement, Indus Con- 
servancy and Registration Funds. 

Examples of Incorporated Local Funds 

1. Pat war i Fund. 

2. District Board, (Arts. 267 — 271 t ) 

Q. 209, ~W bat is the rule for verifying the balances of 
Loo&l and, Municipal Funds ? 

A.— At the end of the year the Treasury Officer should 
vefifj: the balances at credit of each fund, in oommujhieaticn 
with the Accountant-General on the one side, and the Officer 
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(jr committee administering the Fund on the other. Th.e 
balance on the Accountant|&enerars books is* the balance 
acknowledged by the Gove|ntoent and tlie treasury Officer 
should follow it and 'not the lofeal accounts, as his staudtrd. 
(Art. 275). 

Note.- -Treasury Officers should, at the end of each year, obtain from 
the Administrative Officers concemod certificates of the balances of th® 
different funds as worked out in the Administrative Accounts* and 
forward them to the Accountant-General by the 1st July each year 
explaining at the same time differences, if any, between thosh balances 
and that appearing in the Treasury Accounts. 

CHAPTER 17. 

Sanction: Powers of Government^. 

Q. 210. — What are the two main classes into which 
service payments on Government Account are divided ? 

A. — Imperial and Provincial. (Art. 276). 

Q. 211. — Whose sanction is necessary in each of the 
following cast s : — * 

(a) The creation of an appointment, the salary of 
t which is an imperial charge and exceeds 

Rs. 3,000 a year. 

(b) The raising of the salary of a duly sanctioned 

appointment to an amount in excess of 
Rs. 5,000 a year whether permanently 
by the grant of increased fixed allowances 
or temporarily by the grant of fees, rewards 
or honoraria. 

(c) The grant of travelling and conveyance allow- 

ance. 

(d) Revisions of establishment which involve 

additional expenditure of more than 
Rs. 25,000 a year. 

A .—a, 5, and d . Secretary of State for India. 

(o) The Government of India in the Financial 
Department/, 
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/i* 212. — To whati extont can a Local Government 
dispose of eseheated estates or ^operty ? 

A. — A Local Government mayjdispose of escheated estates 
or property not exceeding Rs. 1,000 in value without previous 
reference to the Government of India, subject, however, to the 
submission of an annual statement 1 showing the cases so 
disposed*of. (Art, 280.) 


Q.' 218. — Can the Local Fund authorities do, as *thoy 
please, in respect to appointments, the pay of whioh is 
chargeable to Local Funds ? 

A. — Local bodies to whom the administration of local or 
municipal funds has been committed are competent, — subject 
to the general restrictions imposed by the Legislature or to 
such special reservations as the Government of Lidia may lay 
down in any case (e.g., that referred to in paragraph 22 of 
Home Department Resolution of the 18th May 1882), or with 
reference to any particular class of appointments, — to create, 
as well as to abolish, without reference to higher authority, 
all appointments the pay of which is chargeable to such 
local or municipal funds. (Art. 286.) 


Q. 214.— When does a sanction for any fresh charge lapse f 
A. — A sanction for any fresh charge which has not been 
acted on for a year must be held to have lapsed unless it is 
specially renewed. (Art. 293.) 

Q, 215. — Can a Local Government sanction expenditure 
which will cause any excess over the Budget Grant for a 
major head which is wholly imperial without reference to 
the Government of India ? 


A. — No, but it may, however, without reference to the 
Government of India, sanction expenditure in excess of the 
Budget grant. * 

(a) Under any Provincial or Local major or minor 
# heads, provided the increase does not cause 
the aggregate Budget grant for Provincial and 
Local expenditure to be exceeded, specific 

13 
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reappropriation being f made as explained in 
Art 158. |. 

• (6) Under major Jieads, divided in” a fixed proportion 
between Imperial and Provincial, and •ilnder 
minor heads (subordinate to other major heads) 
similarly divided, provided that specific reap* 
propriation from Imperial and Provincial 
grants, respectively, 16 made as explained in 
Art. 158, (Art. 295.) 

Q. 216. — To whom should Accountant-General submit 
annual appropriation report ? 

A. — To the Government of India through the Local 
Government. (Art. 298.) 

PART II. 

Treasury Procedure l 


CHAPTER 18. 

General Procedure op Treasuries 

Q. 217. — Under whose general charge is the District 
Treasury ? 

A. — The treasury is in general charge of the District 
Offioer (Collector), who may entrust the immediate executive 
charge to a u Treasury Officer” subordinate to him. but he 
cannot divest himself of administrative charge. 

Q. 218. — Into how many departments is a Civil Treasury 
divided and what duties appertain to eaoh f 

A.— The Treasury is divided into two departments— that 
of the accounts undfer the charge of an accountant and (hat 
of the cash, stamps and opium, if auy, under charge of the 
Treasurer. (Art. 300.) 

The former is entrusted with the duty of the compilation 
9 f accounts while the latter wiif^ the safe custody of cash 
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,Q* 219. — What are,the chief duties and responsibilities of 
District officers 'with reference *fcj> the Treasury? 

A.— -The Accountant-General flirects his oommuhioations 
regaling treasury work either to the District Officer or the 
Treasury Officer. The Government has repeatedly ruled that the 
appointment of a subordinate to the 1 immediate charge of a 
Treasurjain no way relieves a District Officer from responsibi- 
lity.* This responsibility extends not only to the security of the 
cash balance with the stamp and opium and the immediate 
detection of any irregular practice on the part of the subordi- 
nates, but also to the correctness of the returns and the punctua- 
lity of their Submission, and to the implicit obedience of the 
Treasury Officer to the instructions issued from the account 
office. (Art.* 301.) 

Note . — The Collector is personally responsible to Government for the 
due accounting of all moneys received and disbursed and for the safe 
custody of cash, notes, ^stamps, securities and other Government property. 

Q. 220. — What are the rules for the custody of treasure 
in a Treasury. * 

A.— The bulk of the treasure remains under double keys of 
the Treasury Officer and of the treasurer, and the treasurer 
may not hold in his separate custody a sum larger than is 
necessary for the convenient transaction of the Government 
business, and this sum, together with the value of stamps, 
opium, &c., in his sole custody, must not be larger than the 
security given by him. This sum so held should be seen and 
roughly verified by the Treasury Officer every night and locked 
up in the vault under double locks. (Art. 304.) 

Note .— A sufficient sum which should never excoed Bs. 5,000 or fcho 
day's expenditure should be placed in charge of the Treasurer for current 
expenditure. 

Q. 221.— What is the procedure required to be observed 
in receiving treasure into and giving it out from double 
looks? 

Ai— The following rules must be carefully observed in 
reoeivixig money into or giving it out from doublelooks;--. 
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(1) As regards specie, two different boxes (or other 

receptacles) mugrt; be in use at th§ same time, 
one into which* lie money received is placed, the 
other from w^Lich tliat required is given* out. 
The money given out must be that which has 
been longest in the treasury, and each box must 
be completely emptied and the contents passed 
out before another is taken up; if the treasure is 
kept in piles or in a single treasure well, the 
Collector will record an order specifying the 
precise arrangement to be observed, so that all 
coin received may, in its due turn, j^ass out of the 
Treasury. 

(2) The money must be prepared by the treasurer for 

reception into double locks by being made up in 
bags of uniform size (Rs. 500 or Rs. 1,000, or 
Rs. 2,000 according to convenience of use ; but 
one of these sizes must be selected and adhered 
to), and the Treasury Officer must thereafter 
cause the contents of each bag so prepared by 
the treasurer to be emptied into the scales, 
weighed and poured into another bag, which 
should be tied up in his presence. The bags thus 
tested should then be counted into the chest. 

(H) Notes intended for delivery into double locks should 
be made up in bundles in the order of receipt, the 
number in each bundle being stated upon the out* 
side. They should be counted over by the officer 
in charge before being received. 

(4) Notes when required to be given out of double locks 

should be counted in detail with the same care, 
unless, they have been made up into bundles of a 
fixed size, and signed (after testing as in the last 
rule) by the officer in charge. 

• 

(5) Silver coin may bo given out oi double looks by 

counting tbe xrambelf of bags only. 
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(6) Every amount passed into or passed out of doubly 
locks should be registered in the Treasurer’s 
Dailjr Balance Sheet at the tune by the officer in 
• charge with his own tiand, and a memorandum 

should be kept in each chest showing its contents. 
(Art. 305.) 

Q. 22iL — What books and accounts are maintained by 
Treasurer and what are tlio duties of the Treasurer 
regarding receipts of money into the Treasury and payment 
of money therefrom ? 

A* — The treasurer maintains a simple cash book in which 
each receipt and payment is posted at the time of making it. 
He will sign* and immediately return to the Accountant all 
receipts for money received. He will stamp all payment 
vouchers “paid” and retain them for delivery to the account 
department when the -books are compared. When stamps or 
opium have been sfold, the total sales should be entered before 
the cash book is closed and a memorandum should be prepared 
and forwarded to the accountant. (Arts. 306 and 307.) 

Q, 223. — What procedure is observed for the receipt and 
payment of money at a Treasury, and what precaution is a 
Treasury Officer expected to take to guard against fraud ? 

A.- — The memorandum with which money is presented to be 
paid in will be handed first to the accountant, who, if there 
be no objection to the receipt of the money, will sign it. Next, 
the person making the payment will present it with the cash 
to the treasurer, who will count and test the money, enter the 
amount in his own book and sign the slip, which will again 
be taken to the accountant for entry in his cash book and for 
the preparation of a formal recipt for the Treasury Officer’s sig- 
nature ; such a receipt only will be proper acquittance. If the 
memorandum is in duplicate, one copy should be made use of for 
the receipt given by the Treasury. (Art 308.) 

The bilj or other voucher presented as a claim for money 
will be received and examined by the accountant and then 
kid before the Treasury Officer who, if the claim be admissible! 
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til e authority good, signature true and in order, and receipt^ a 
legal quittance, will sign tjjfi order for payment at foot of the 
'voucher * Care should he ^aken that all Bills and Touchers 
passed for payment lire paid on the same day, and that no 
payment is made except under written order of the Treasury 
Officer. (Art 309.) f 

It must be remembered that the Treasury OfiwsSr lias to 
satisfy not only himself but also the Account Department, \ihat 
the claim is valid and has further to prove that the payee has 
actually received the sum charged — sec Art, 390. Careful 
attention must be given to the rules regarding the completion 
of vouchers referred to in Art- 9. The Treasury Officer must 
have sufficient information as to the nature of every pay- 
ment he is making, and is without excuse if he accepts a 
voucher which does not formally record that information, 
(Art. 310.) 

After the voucher has been completely entered in the 
accounts, and the order to pay signed by the Treasury Officer, 
it should be passed on, together with the payee, to the treasurer's 
department when the treasurer will make the payment and 
enter it in his %pcount, which is a cash book {without subordi- 
nate registers) in which such transaction is posted as it occurs. 

The treasurer will stamp the voucher “ Paid ” and retain 
it for delivery to the Account department when the books are 
compared. (Art. 311.) 

q. 224. — What are the rules regarding payments to 
persons not in Government service ? 

The Treasury officer should see— 

(1 ) That the claim is submitted by the head of 

department or other responsible Government 
officer under whose immediate order the ser- 
vice was done. 

(2) Failing the above, an order from the Accountant* 

; Gmmrhl ’should jj# sought by furniahing hhn 
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the sanction of Government, should finolj Ijp 
• needed. 

I 

(3) That he should use special precautions 'for satis- 
fying himself of the identity of the applicant 
for payment. 

^4) And that in all doubtful cases he should take 
the orders of the Collector. (Art. 313.) 

• 

Q. 22/>. — What test is necessary for a Treasury Officer 
to apply to cheques and letters of credit presented for 
payment ? • 

A. — When a cheque is presented, care should be taken to 
ascertain by* examination of its printed number that it really 
was taken from the book notified as in use by the officer who 
is said to hare signed it. (Art. 314.) 

Every payment made on the authority of any letter of 
credit must, without fail, be noted against it at the time of 
passing it under the Treasury Officer’s initials. This has been 
specially provided for in the case of Public Works cheques 
which are charged in the register of cheques paid and in the 
executive engineer’s pass book. A similar* plan may be 
followed for other departments, but a note must be made and a 
balance struck each time a check is paid at the Treasury. 
(Art. 315.) 

Q. 226. — What are the rules regarding the payment 
of Letters of credit ? 

A.: — Every payment made on the authority of any letter 
of credit must without fail, be noted against it at the time of 
passing it under the Treasury Officer’s initials, This should 
be dene either on the reverse of the letter of credit, or in Form 
62 or a*similar form, a note rnpst be made &nd a balance struck 
each time a check is paid at the district treasury. (Art. 315.) 

Letter^ of credit lapse at the close of the financial year in 
are issued, save in the cases of Public, Wbrk^, Post 
:£MK 0 ^ $bryey Departments. fl (Art. 316,) 
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c |s Every item paid must at once be entered in the cask book, 
or in some register subsidiary thereto, and numbered in a 
consecutive monthly series f&r each register. 1 * (Art. 317.) 

Q. 227. — What is a letter of credit ? When does it 
lapse ? How are payments made against it and what pre- 
cautions are necessary to guard against ovor-payment ? 

in* 

— A letter of credit is only an authority to honour 
drafts, and payment can only be made on cheques drawn 
against it (Art. 315.) It lapses at the close of the financial 
year in which it was issued (Art. 316). The Treasury Officer 
must careful so to record the progressive total of his pay- 
ments that there may be no risk of over-payment. (Art. 315.) 

• 

Q. 228. — When do letters of credit usually lapse and 
what are the exceptions ? 

A. — Letters of credit lapse at the' close of the financial 
year in which they were issued, save in the cases mentioned in 
the table below : — 

Date of lapse of letter or credit. 


If not operated upon in the meantime six 
months after expiry of financial year 
in which issued. 

At close of month for which issued. 

At end of month following the period for 
which issued or in the case of special 
letters of credit after one month from 
date of issue. (Art. 316.) 

Q. 229. — What entries should be made in the account for 
sums received or paid ? What items alone should find a 
place iu the list of payments and what are the exceptions 
to this rule ? # 

A. — Every item received qj paid must be entered in the 
Q£S h book, or in some register subsidiary thereto* and numbered 


Department. 
•_ 

Public Works ... 

Post Office 
Survey ... 
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in^a consecutive monthly series for each, register ; and the corse-* 
sponding retarns for the Accbuntant-General should be 
written up. 

l'he net cash payment only should be entered in the list 

of payments. The exceptions to this rule are : — 

* 

(1) In the case of Local Funds the gross amount of 
^a voucher will be charged and the deductions 

' credited. • 

(2) When a deposit is subject to abatement, the full sum 

must be charged and the sum abated brought to 
credit. (Art. 317 and note 2.) 

Q. 230. — Explain the working of a sub-treasury and the 
method of incorporating its accounts with the. District 
Treasury ? 

A, — From the sub .treasuries a daily sheet (supported by 
vouchers) is received, reporting the receipts, payments and 
balances of the day ; and the receipts and payments after 
examination are to be posted from it$ on the day of receipt, 
into the accounts of the District Treasury in the same way as 
if they had taken place at it. But they do not^pass into the 
treasurer’s cash book. (Art. 320.) 

Q. 231. — How are payments made at- sub-treasuries ? 

A. — Payments are generally made at sub- treasuries on 
cash orders issued by the district treasury. (Art. 322 ) 

From the sub-treasuries a daily sheet (supported with 
vouohers) is received, reporting the receipts, payments, and 
balance of the day; and the leceipts and payments (after 
examination) ure to be posted from it, on the day of receipt, 
into the accounts of the district treasury in the same way 
as if they had taken place at it. But they do not pass into the 
treasurer's cash book (Art 320.) 

Q. 232. — What points should a Treasury Officer attend 
to before signing the cash account every day ? i. e closing 
for the day. 
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A. — (1) He should compare each entry of a paymgnt, 
either in cash book or in Register with the 
payment order ticking off e#ch voucher as it is 
pass€d. 


(2) He should examine at least two of the totallings 

on each side marking the total as “ examined.” 

(3) He should see that the totals are corretjJJy carried 

from register to cash, — book initialling the 
totals as he thus compares them. 

(4) He should have the totalling of the cash book veri- 
• fied by himself or some principal subordinate 

officer other than the accountant, who should 
initial it as correct. 

« 

(5) He should set twice every week that all vouchers 

are properly arranged. (Art. 323.) 


Q. 233.— Describe briefly the process of closing Treasury 
Accounts for the day. 


A. — The process of closing treasury accounts for the day 
is as follows : — 


(а) The daily total of each register will be entered in 

the cash book, which will then be totalled and 
the balance memorandum at the top of the 
accountant’s balance sheet will then be drawn 
up. To the Account balance thus brought out, 
the additions and deductions indicated in the 
form will be applied so as to bring out the 
cash balance at the district treasury. 

(б) Meantime, the treasurer will also sum both sides 

of his cash book, and draw up his balance 
memorandum appending on the lower part of 
his f balance sheet a detail in kind of the notes, 
coin, &c., composing the balance « 

(c) If the results shown in the two balance sheets 
agree, the Treasury Officer shoulcUsign the two 
eash books the two balahee: sheets. He 
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and good order of all these documents end 
should give special attention to the reconcile* 
nfent of the account balance of th& district 

I 

with that actually in the headquarter trea- 
sury ; 

(d) Before signing the 'treasurer’s daily balance 

sheet, he should roughly verify the balance in 
the sole charge of the treasurer ; • 

.(1) That no uncurrent coins are left in charge of 
the treasurer. 

(2) ^Tliat no more small silver and copper coins is so 

left than is actually required for current use, 

(3) « That the whole balance in sole charge of the 

Treasurer never exceeds his current require- 
ments. (Art. 323.) 

(e) He should always be careful to sign the treasu- 

rer’s balance sheet on tho evening of the day 
itself to which it refers. The accountant's 
balance sheet must not be signed until it has 
been carefully agreed with the treasurer’s. 

Q. 234. — How is the balance in the sole* charge of the 
treasurer verified daily and what consideration determines 
its amount ? 

A. — Before signing tho treasurer’s daily balance sheet a 
treasury officer should roughly verify the balance in the sole 
charge of the treasurer, as shown in that sheet, and satisfy 
himself on the following points : — 

(1) That no uncurrent coins are left in charge of the 

treasurer ; 

(2) That no more small silver and copper coins is bo left 

than is actually required for current use ; 

($) That the whole balance in sole charge of the trea- 
surer never exceeds his current requirements. 
•(Art. 323, d). 

In the accountant’s balance sheet there is hot one figure 
the Treasury Officer has not ample means of Verifying * 
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that opening entries agree with the closing ones of the preoQ^U 
ing day ; the receipt and charges are taken fsom the cash 
book ; tke amounts shown^as sub-treasury* balance can be 
ascertained in a feW moments from the daily sheets ollsnb- 
treasurics and any change made since the previous day, in the 
amount under remittance within the district must be supported 
by an entry in the sub-treasury sheets, or in the tjjp^surer’s 
cash book. The balance in the district treasury is shown in the 
treasurer’s balance sheet and in that part of it which is under 
joint locks, no change can be made wiihont the active interven- 
tion of the Treasury Officer himself. (Art. 323 (e. i.)). 

Q. 285. — What are the points on which fftie Treasury 
Officer should satisfy himself before signing the treasurer's 
daily balance sheet '( 

A. — before signing the treasurer’s daily balance sheet the 
Treasury Officer should roughly verify the balance and satisfy 
himself on the following points : — # 

(1) that no uncurrent coins are left in charge of the 

treasurer. 

(2) that no more small silver and copper coins is so 

left- than is actually required for current use, 

(3) that the whole balance in sole charge of the trea- 

surers ver exceeds his current requirements. 

(Art. 323 d) 

<^. 280. — In what respects does the accountant's daily 
balance sheet differ from the treasurer's daily balance 
sheet ‘r When are these documents signed by the Treasury 
Officer, and how are they required to be verified before 
signature '( 

A. — Thu accountant’s balance sheet includes the balance 
in sub-treasuries or under remittance within the district which 
the treasurer’s daily sheet excludes. The latter also gives a 
detail in kind of the notes, coins, &c., comprising the balance. 

If the results shown in the two balance sheets agree, the 
Treasury Officer should sign the two cash books pad the two 
glance sheets. He should first ^satisfy himself of the correct- 
ness and good order of all these documents, and should give 
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special attention to th^ reconcilement of the acconnt balance of 
the district with that actually ih the head-quarter treasury. 

Treasury Officer should alwayj be careful to sign* the trea- 
surers balance sheet on the evening of the day itself to which it 
refers. The accountant's balance sheet must not be signed 
until it has been carefully agreed with the treasurer’s. $2,2 (ij 

Befits signing the treasurer's daily balance sheet he 
Bhould roughly verify the balance in the sole charge df the 
treasurer, as shown in that sheet, and satisfy himself on the 
following points ; — 

(1) That^no uncurrent coins are left in charge of the trea- 
surer ; (2) that no more small silver and copper coin is so left 
than is actually required for current us© ; (3) that the whole 
balance in the sole charge of the treasurer never exceeds his 
current requirements. (Art. 323 b. r., d. e. C. A. C.) 

Q. 237. — Explain 'the terms “ Gash Account/'’ u Un- 
current Coin/’ “ List of Payments.” 

A. — Cash Account shows all the direct entries on the receipt 
side of the cash book together with the monthly total of the 
various receipt registers. It will be closed in the form given 
in Art. 325. * 

Uncurrent coin — (silver) — The rupee and half rupee are 
uncurrent if they have lost more than two per cent, in weight 
(whether by reasonable wear or otherwise) — Provided also that * 
they have not been clipped or filed ; or defaced or diminished 
otherwise than by use. (Art. 573.) 

The quarter and eighth of a rupee will be uncurrent if 
they come under the second provision mentioned above. 

Coins called in by proclamation, shroff — marked or bearing 
Borne defect of mintage are also treated as uncurrent coins. 

Copper coin is treated as uncurrent when the device 
therbon ^becomes obliterated. 

List of payment shows all the direct entries on the pay* 
tnent side o£ the Cash Book (first list from 1st to 10th and 
second list from 11th to the last working day of the month) 
together with the list totals of the various payment registers. 
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• Q. 238."*— What monthly returns ar^ submitted by Trea- 
sury Officers to the Accountant-General 1 

« 

A. — The cash acqount, the second list of payments, apd a 
variable number of schedules which have been prepared from 
day to day and vouchera^upporting them on the first working 
day of the following month (the first list with voucher and 
schedules should already have been despatched on tfffe 10th or 
1 lth'of the month. ( Art, 326.) 

• 

Q. 239. — What returns have to be sent monthly to the 
Accountant-General from a Treasury ? Describe briefly 
how they are compiled. * 

A. — The cash account, the second list of payment, and a 
variable number of schedule which have already been prepared 
from day to day, and vouchers supporting them, should be 
despatched to the Accountant-General’ on the first working 
day of the following month (the first listf with vouchers and 
schedules should already have been despatched on the 10th or 
llth of the month). (Art. 326, C. A. C.) 

In addition to these returns plus and minus memoranda 
must be submitted with the monthly accounts showing trans- 
actions on account of deposit (Art. 369), of Local Funds 
(Art. 274), of each kind of stamps (general adhesive, bill, 
court-fee, postage and telegraph stamps), and of excise opium. 
The deductions from balance should tally with the corre- 
sponding entries of receipt in the accounts (except as regards 
telegraph stamps referred to in Art. 546), and the closing 
balances should be certified as agreeing with the various 
stock registers and accounts maintained in the treasury. 
Memoranda may also, with advantage, be required of the 
outstanding balances of any class of advances which the 
district officer liaa % authority to make land improvement 
* advances). For all these the same form may be used, shewing 
in yertioal columns— (1) Name of fund or stock, (2) Balance 
month, (3) Additions to balance this month, (4) Total, 
<!l!|ednotbhs^:^m balance,^}) Balance at end of mouth. 
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, Abstract account — Immediately after the account is c jury 
pleted, the abstract account should be prepared from it 
despatched by pofcft to tbe Accountant-General on the 2nd of the 
moiafcji, unless special orders have •been issued to the Treasury 
to telegraph the figures. The postal form will be the following, 
the figures being stated in even hundreds of rupees : — 


Postal 

Receipts. 

(1) Civil Revenue. 

(2) Civil Debt and Remit- 

tance- • 

(3) Post Office. 

(4) Forest afnd Marine. 

(5) Military. 

(6) Public Works. 

(7) Guaranteed Railways. 

(8) Telegraph. * 

(9) Opening Balance. 


Form. 

Out-goings. 

( 0) Civil Expenditure. 

(11) Civil Debt and Remit- 

tance. 

(12) Post Office. 

f 13) Forest and Marine. 

(14) Military. 

(15) Public Works. 

(16) Guaranteed Railways. 

(17) Telegraph. 

(18) ’ Closing Balance. 


Cash Balance Report. 

The detailed cash balance report for the*last day of the 
month ghould be despatched positively on the first working 
day of the succeeding month. It should be signed by the 
district officer with a certificate that he has personally^ 
verified the several details of the coin and notes held. Whether 
it agrees with the account or by any error in them disagrees, 
it must declare the literal facts, and it will include with the 
coin actually found in the treasury the balances of the several 
sub- treasuries on tbe last dates for which their returns have 
been included in tbe head-quarters accounts. (Art. 329.) 

Q. 240. — What is tbe abstract account ? How is it 
telegraphed and from what documents are the figures 
against ‘ Post Office 9 ascertained ? 

A. — Immediately after the account is completed, an 
abstract account should be prepared from it and despatched by 
Accountant-General on the 2nd of the 
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special orders have been issued to the Treasury Officer to tele- 
graph the figures. 

v i 

The postal form will b|* the following, the figures being 
stated in even-h undrecls of rupees : — * 


^Receipts. 


/l) Civil Revenue 

.. 30,200 

(2) Civil Debts and Remittance ... 

. 63,400 

(3) Post Office 

. 12, *600 

(4) Forest and Marine 

1,800 

(5) Military 

.« 3,600 

(6) Public Works 

. 24,200 

(7) Guaranteed Railways 

r 

(8) Telegraph 

700 

(9) Opening balance 

. 1,27,200 


2,63,700 


Outgoings . 

Rs. 

(10) Civil Expenditure ... 

... 56,600 

(11) Civil Debt and Remittance 

... 14,700 

(12) Post Office 

... 13,500 

(13) Forest and Marine 

... 4,200 

(14) Military 

... 64,900 

(15) Public Works 

... 53,300 

(16) Guaranteed Railways 

... 

(17) Telegraph 

... 2,500 

(18) Closing balance 

... 54,100 


2,63,700 


The telegraphic form corresponding to the above would 
be : — 

"302, 634, 126, 18,36, 24, 27, 1272,565, 147, 135, 42, 649, 
533, 25, 541.” 

Pott Office ,— This head is represented on the receipt side 
by the separate schedule of the £j?st Office receipts including 
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postage stamp ; and on the expenditure side by a sepatfalft 
schedule, so that the items can .readily be taken out, (Art. 328, 
I. C.) 

Q. 241. — Give the prescribed procedure for verification 
of the Treasury cash balance ? 

A. — The following is a sufficient and ordinary procedure of 
a Treasury Officer or Collector in verifying a cash balance by 
counting : — 

a 

(a) Silver Coin . — The coin being in bags, each containing 
a certain fixed amount. First take any bag at random, have 
Rs. 50 or Rs.*100 counted in detail and used as a weight in a 
small scale against whicli other similar sums are weighed, 
until the whole contents of the bag are exhausted. Care should 
be taken that the reqnired number of parcels of Rs. 100 or 50 
is made up. The whole amount thus tested should then be 

taken as a verified weight of Rs, 1,000 or Rs. 2.000 as the case 

(• 

may be and be placed in one pan of a large pair of scales. 

The whole number of bags should now be counted, and 
one, in every twenty, taken at random opened and its contents 
poured into the scales and weighed against the verified 
Rs. 1,000 or Rs. 2,000, % 

Broken amounts may be verified by weighments in similar 
quantities of Rs. 50 or Rs. 100 or Rs. 200. 

It may be noted that the maximum difference between 
new coin and coin in current use is abont 3 in 1000 for 
whole rupees, up to about 10 in 1000 for two-anna pieces 
and a difference in gross weight to this intent need not impugn 
the verification. If a large difference is found, the bags should 
be tested by weighments in sums of Rs. 100 (or less for small 

coin) which if carefully done, should always be precise. 

« 

.(by Copper coin . — There is no rule. The Collector may 
adopt any method of verification which he thinks satisfactory, 
and should also examine their contents occasionally, as he is 
personally responsible for the correctness of the balance he 

states* 


15 
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# * (c) — All notes of Es. 100 andfOver should be counted 

with the Collector’s own hand. . For smaller notes the follow- 
ing plants sufficient : — 

• . 

The notes being in bundles of a certain marked nufnber, 
a few at the top may be folded back, and the rest counted by 
olerks or other assistants. 

The Collector should then see, in the case of eaeft^bundle, 
whether the addition of the folded — back notes to the number 
already connted and marked makes up the whole alleged 
number of the bundle* The Collector should also satisfy him- 
self that the notes in the bundles are all of the alleged value. 
(Art. 329, C. A. C.) 

Q. 242. — State fully the Civil Account -Code rules 
regarding the district officers' monthly verification of the 
cash balance and the nature of the report to be sent to the 
Accountant-Gen eral . 

A. — The detailed cash balance report for the last day of 
the month should be despatched positively on the first working 
day of the succeeding month. It should be signed by the 
district officer with a certificate that he has personally verified 
the several details of the coin and notes held. Whether it 
agrees with tho account, or by any error in them disagrees, it 
must declare the literal facts ; and it will include with the coin 
actually found in the treasury the balances of the several sub- 
treasuries on the last dates for which their retnms have been 
included in the head-quarters accounts. (Art. 329.) 

The following is a sufficient and ordinary procedure of a 
Treasury Officer or Collector in verifying a cash balance by 
counting: — (see Art. 329 (note) and Ana. to Q. 328 supra.) 

The cash balance report should show separately the value 
pf each kind of coty, giving the tale as well as the value of 
the ^current coin,; it will give the number of pieces ofeaoh 
dehdrhinatipn of notes (Art. 330) with their values. 

/v-'Hanj total b$lanoe should be stated in words* aud its dis- 
■ betMe^ *nd Sufe-T^nrifs shall 



C&AP. 18.] t GENE UAL FKOCEDUBk. 115 

• 

foreign notes, in legal tender gold, in whole rupees, in small 
silver, and in»copper, the portiorf of the bead-quarter's balance 
under the double # locks, and under the treasurer’s single look, 
respectively should be noted and lastly, dutry should be made 
of the amount of copper received from, and issued to, the public. 
(Art. 331.) 

Thl^juty of verifying and certifying the monthly cash 
balahce and of signing the monthly cash account must be»per. 
formed l$y the district officer in person. (Art. 335.) 

If the district officer 1 * be absent on tour on the 1st of the 
month, the qfish balance may be verified, and the accounts 
signed, by the senior gazetted subordinate of the district staff 
at head-quarters, not being the officer in charge of the treasury, 
the fact of the district officer’s absence must be distinctly noted. 
But on no account, without special permission of the Local 
Government in each case may a district officer allow more 
than two months 4o elapse without a personal verification of 
the cash balance to be reported to the Accountant-General 
(Art. 336.) 

Q. 243. — How is cash balance report prepared and what 
fhemoranda accompany it ? 

A. — On the 15th of each month, each Treasury will also 
furnish the Accountant-General with a memo, showing the 
present balance and the probable balance at close of the month, 
and .mentioning any facts, specially affecting the balance. 
(Art. 334.) 

Q. 244. — By whom should monthly cash balance of a 
Treasury be verified and monthly cash account signed ? 
Are there any exceptions to this rule. If so what is the 
procedure in such cases ? 

A,*— The duty of verifying and certify hig the monthly cash 
balance and of signing the monthly cash account must be per* 
formed by the district officer in person, and must on no 
account be delegated to any subordinate officer unless upon the 
'gMtik & of properly-attested actual physical inability to perform 
t he duty. (Art. 885.) If the District Officer be absent on tour 
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to ihe 1st of the month, the cash balance may be verified, and 
the acoouuts signed, by the senior gazetted subo:fdmate of the 
district efcaff present at liea^l-quarters, not being the officer in 
charge of the treasury. ** 


If neither the district officer, nor any gazetted officer of 
the district staff other than the Treasury Officer himself, is 
present at head-quarters when the accounts are ready rf&i' signa- 
ture, *fche cash balance may be verified and the account^ be 
signed by the Treasury Officer, but the absence of all other 
officers as above must be certified oa the face of tho accounts 
and the cash balance should be verified by another officer and 
reported to the Accountant-General as soon as such other 
officer returns to head-quarters (Art. 33fi, Notes.) 


Q. 245. — What are the main points on which Inspecting 
Officers should satisfy themselves at the periodical inspec- 
tion of treasuries ? 

t 

A. — The Inspecting Officer should see that the boxes in 
which the money is kept are in good order, that the guard is 
properly posted, that the Treasurer is not allowed to keep too 
much money in his hands, that the spare stores of bill forms 
are kept undei* proper custody, that the deposit registers ani 
pension registers are all up to date, that the standing orders 
of the department are observed, that the circulars from the 
Accountant-General are understood and filed to date, and 
generally, that the office registers and records are in good 
order. He should also notice the degree of supervision exer- 
cised by tho Treasury Officer in respect of the examination of 
coin presented by the public and its withdrawal from circula- 
tion, if tampered with or unduly worn. (Clause 2, Art. 340.) 



CHAP. 19.1 


PENSION PAYMENTS. 


ill 

‘CHAPTER 19. 

Pension Payments. 

1 i 

(J. 240. — Eorwhafc purposes are pay orders used : — 

A. — Payments of pensions are rr*ade only upon pemaneat 
pay^or(Jgrs issued by the Accountant-General, the T* easury 
Officer's halves of which will be pasted in serial order in isa> 
files, one for political, and the other for service pensions. (Art. 
1342.) V’ide also Civil Service Regulations (Art. 1020). 

y. 247. — How does a treasury Officer guard against the 
double paynfbnt of pension ? 

A. — On # appearance of a pensioner claiming jjension his 
personal marks should be checked by the disbursing officer, 
and the signature to the receipt compared with the original 
pay- order. 

A pensioner drawing pension for the first time should 
also be required to produce the copy af the order by which the 
sanction to his pension was communicated to him (Art. 344, 
C. A. C.) 

Special care should be taken in the identification of female 
pensioners. (Art. 345, C. A. C.) 

Pensioners* receipts may be taken either on separate bills 
or on a single bill for all on account of each kind. (Art. 346, 
C. A. C.) 

Every payment is to be entered on the reverse of both 
portions of the order and attested by the signature of the 
disbursing offioer, (Art. 347, 0. A. C.) 

Q. 248. — What should a Treasury Officer do if a 
gratuity remains undrawn for more than three months ? 

A. — The payment order should be returned to the 
Acooutffcant-General with an explanation of the cause of, the 
non-appearance of the gratuitant. 
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CHAPTER 20. * 

DIposits. 

Q. 249. — Explain* the System of record of revenue 
deposits., 

A. — Each item of deposit received must at once be entered 
in a register in Form 41 and numbeied ; there be a 
separate series of numbers for each register, beginning a new 
each year. The Tieasury Officer will carefully check the 
amount and particulars of each entry (vide Art. 246) and then 
set his initials in the proper column against each. A daily 
total only will be carried from each register to the cash book. 

Every item must, be recorded in the name of the person 
from whom,, not that of the Government official through 
whom, it is received ; it must be passed through the accounts, 
even though repaid on the day of receipt, and be kept distinct, 
however small it be, till iinally disposed of, never being 
consolidated with others. (Arts. 351 and 352.) 

Q. 250. — Can an item be held in the name of Govern- 
ment Officials ? 

A. — No items should be held in the name of Government 
Officials except undisbursed portions of family remittances. 
(Art. 352.) 

Q. 251.— -in whoso name should every item of deposit 
be recorded ? 

A. — Every item must be recorded in the name of the 
person from whom it is received. (Art. 352.) 

Q. 252. — Explain Personal Ledger. 

A. — Personal Jjedger . The receipts and payments of 
certain funds accounts for which the special permission of the 
Comptroller-General^ for opening a banking account with the 
Treasury has been obtained (through the local account office) 
are recorded in personal ledger — each payment is made on a 
voucher drawn by the administrator of the fund and the 
receipts are shown in lump sum without any details and the 
balance struck after each transaoiion. ( Vide Art. 355.) 
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Q. 253.— What is f the method of repaying revenue* 
deposits at a treasury and recording the payment ? 

A.— In making repayment the Treasury Officer would 
clear) jr indicate the sub-treasnry acconnt in which the credit 
originally appeared, so that it will be easy to trace the item 
and to charge off the payment correcfly in the district account. 
(Art. 

Q! 254. — Explain the use of Talisiii cash orders, and 'fetate 
how their adjustment is watched ? 

A — Payments are g^ierally made at sub-treasuries on 
cash orders issued by the District Treasury (Art. 322.) 

The adjustment of cash orders issued on sub-treasuries 
may most cbnveniently be watched by opening a personal 
ledger for each sub-treasury. The orders issued would bear 
a serial number and the amount would be credited in personal 
ledger account (Form 44) but need not be entered in (Form 
42). When paid at the sub-treasury it would be charged in 
the sub- treasury cash book and daily Sheet as a miscellaneous 
payment, but in the district treasury would be posted at the 
personal ledger account as repayment of deposit. (Art. 363.) 


CHAPTER 21. 

Bills. 

Q. 255. — What are the two forms of bills used for 
remittances of public funds in India ? 

A.— Supply Bills. 

Remittance transfer receipts. 

Q. 256.— On what authority are bills generally paid at 
sub-treasuries ? and how are cheques mpde payable. 

• * (1) When in favour of Government servants. * 

(2) Wh^n the payee is not in Government, employ ? 

A.r~BiIls are generally paid at sub-treasuries oh the 
authority issued by the District Treasury Officer, 
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(1) Evory cheque in favour cjf a Government Officer 
is made payable to order only. 

•(2) When the payee is not in GoVernment employ, 
tlie 'drawer may at his request, mal&* the 
cheque payable to bearer. 

Q. 257. — When may a bill be paid ? 

(a) Without advice ? 

(b) When differing from the advice. 

A. — Without advice, if there is no reason whatsoever to 
doubt its genuineness and if the? holders are known and 
respectable and likely to be inconvenienced by delay ; on 
tender of sufficient guarantee there need be no hesitation : 
application for advice should, however, be made at once. 

When differing from advice, at the discretion and risk 
of the drawee, provided there is no suspicion of fraudulent 
alteration, nor any possible doubt of t’he genuineness of the 
bill. But great caution should be exercised before paying on 
a bill an amount larger than that named iu the advice. 

(Art. 391.) 

* 

Q. 258. — A supply bill is presented for payment at a 
treasury, Wfiat documents does the Treasury Officer 
consult and what entries does he make in the accounts 
when making the payment ? 

A. — On presentation of a supply bill for payment, the 
Treasury Officer muBt compare it with the check register of 
bills payable (Form 53) and also with the advice, and should 
satisfy himself carefully that it is in order, and that it is 
receipted on the back by a person able to give a legal quit- 
tance. (Art. 890.) 

As each bill is paid, it must be scored through and 
stamped paid, the jpord paid entered against the bill in the 
advice list, the date of payment noted in column 6 of the check 
register and the amount paid entered in the right hand column 
of the same. As each payment is made, the entry should be 
initialled by the Treasury Officer in column of Remarks of the 
pheck register Entry must be Aade at the same time in the 
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prpper register of biys paid. If the treasury banks witji * 
branch bank the entry of payment in the latter register will be 
made from the paid bills on tAeir return from the bank, 

( Art j 394.) 

A volume should be prepared at the beginning of the year 
(Forms 54 and 55), in which the bills will be entered as they 
are pasd^the daily total being each day carried to the oash 
book. These registers of bills paid will be two in number 
(like those of bills issued) namely, for supply bills Looal 
(Form 54) and one for foreign supply bills (Form 55), 
(Art. 395.) 

* 

Q. 259. — What is the rule about the issue of duplicate 
bills ? 

A. — When satisfactory evidence has been given that a 
bill has been either lost or destroyed, and application is made 
within a reasonable pferiod after issue, and of course, therefore, 
before it has lapsefl, a duplicate may, without reference to the 
Accountant-General, be granted to the party who obtained the 
original, or to the payee, or the legal representative of either, but 
to no other person. If the bill should not have been presented 
for payment within three months, it will^be i^eessary for the 
applicant to produce a certificate of non-payment from the 
drawee; the issue of this certificate will, of course, be no bar to 
the payment of the lost bill, if presented before the duplicate 
is paid. (Art. 145, C. A. C.) 

Iu the event of the loss of both original and duplicate, a 
triplicate may be issued on the same terms as the duplicate, 
the non-payment of the others being certified. No special form 
is provided for triplicates ; the form of duplicate may be altered 
by hand. Neither duplicate nor triplicate can be issued with- 
out reference to the Accountant-General if tht$bill has lapsed, 
(Art. 398.) 

The duplicate aud triplicate must be drawn in exactly the 
same terms as thj original, with the same date, the same 
number, the same amount, and the name of the same payee, so 
that, if a lost bill has been endorsed, tbe endorsee must apply 
16 
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fpr t a duplicate through the original payjee. It will be issued 
under the signature of the officer in charge of thg> treasury at 
the time, although he be not the person who signed the original 
bill. (Art, 399.) 

No duplicate or triplicate older than six months should be 
paid without previous reference to the Accountant-General, or 
in the case of military transfer receipt to the Co^Jjj^ller of 
Military Accounts ; nor should any duplicate or triplicate «i »f a 
bill endorsed for payment at a sub- treasury be either cashed or 
endorsed for payment at a sub-treasury, until the officer at the 
sub-treasury fyts certified that he has not paid the original and 
that he has recorded the issue of a duplicate. ( Art?' 400.) 

Q. 260, — What action is required of a Treasury Officer 
before payment of issue of a duplicate of a bill* passed for 
payment but lost before being cashed. 

A. — Before payment of issue of a duplicate of a bill passed 
for payment but lost before being cashed, the Treasury Officer 
should ascertain from the treasury that payment has not been 
made on the original bill. (Art. 400.) 

Q. 261. — How shoulcflhe original bill be treated when it 
is exchanged f6r another ? 

A. — When a bill is exchanged for another the original 
bill will be treated and charged as a bill presented for pay- 
ment and the amount again credited as received for the issue 
of the new bill. (Art. 402). 

Q. 262,— When do bills lapse ? 

A. — Supply bills and transfer receipts which are not paid 
before the end of the third account year after that in which 
they are issued lapse. 

Q. 206*— What is the procedure prescribed regarding 
stfchbflls? * 

i A.«^The bills should be so marked in the check register 
of Wile psyabK their amount bring at the same posted 
in ha^d SOlhnap of thsA Register.; ■ their amoun t is 

^ransforM . f si* 
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made by the Accountant-General. Should any one apply* for 
payment of *a lapsed bill, he .sh’ould be directed to address the 
Accountant- General ; if payment Ixs sanctioned, the athount will 
be charged in the cash book as a miscellaneous refund and 
noted against the credit to prevent a double payment. (Art. 403). 

CHAPTER 22. 

ImpebtaI/ Departments. 

’ • ¥ 

Q. 264. — What is an Imperial Department as defined in the 
Civil Account Code ? Specify the departmeifts which are 
included in the above designation. 

A. — The name “ Imperial Department ” is here given to 
certain departments whose operations extend over several 
provinces and whose accounts it is found convenient to collect 
under the charge of a single accounting officer, namely, the 
Comptroller of lhdia Treasuries. In this designation the 
following departments are included : — * 

(1) Survey of India. 

(2) Northern India Salt Department. 

(3) Meteorological Department. 

(4) Civil Veterinary and Horse Breeding Department. 

(5) Archeelogical Surveys. 

(6) Geological Survey and Museums. (Art. 409.) 

Q. 265. — Under whose authority are payments made to 
officers of such departments ? 

A. — Payments to officers of such departments are made under 
authority from the Comptroller of India treasuries. (Art. 409.) 

Q. 266.— How are the Survey Parties supplied with the 
funds for fixed and other charges ? When does the sanction 
lapse in each case f 

4 A.— In respect of the salaries and local allowances of 
gazetted officers and their establishments— herein called 
fixed charges v — the Surveyor- General will inform the 
Comptroller, India Treasuries, quarterly of the toisl authorized 
by Treasury Officers from monthto mchth} 



IMPERIAL DEPARTMENTS. 


124 


^ [chap. 22. 


tdgefther with the names of the treasuries from which they 
should be made payable. 

The Comptroller, India gTreasuries, will communicate this 
estimate of fixed charges to the Accountant-General concerned, 
who will f inform the Treasury Officers under them of the 
amounts payable on account of salaries*and establishment bills. 
Treasury Officers will pay all such bills on presentatiear^bcord- 
ing to the Surveyor- General’s estimates. 

For the payment of other charges namely, travelling 
allowances of gazetted officers anjl of establishments and 
contingent expenditure, officers in charge of parties will be 
supplied with funds by means of letters of credit issued by the 
Comptroller, India Treasun’es, on application of the Surveyor- 
General in favor of the Officer in charge of a specified party. 
The money will bo drawn from the treasury, as required, upon 
receipts signed by the officer in ci large of the party. 

Fixed charges lapse at the end of the month next follow- 
ing the quarter for which issued. A letter of credit lapses at 
the end of the month next following the period for which it is 
issued. (Arts. 411 and 412.) 

Q. 267. — Hjw are the objections raised by the Comp- 
troller, India Treasuries, in auditing the Survey parties' 
accounts, disposed of ? 

A. — Objections raised by the Comptroller in auditing the 
Survey parties accounts should be communicated in an objec- 
tion statement, one for each party. The objection statement 
should be sent through tb9 Surveyor- General, and not direct 
to the party and should be similarly returned through the 
Surveyor-General. (Art. 415.) 

Q. 268.— -What is the procedure adopted by Treasury 
Officers when sale proceeds of maps of the Survery Depart- 
ment are paid into Jheir treasuries ? , 

A. — Treasury Officers should credit the amounts so 
received as .receipts of the Survery Department cm account of 
the sale-proceeds of maps. (Art. 416.) 

Q- 269. — (a) Whafare the rules for the repair of survey 
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stations and (6) ho\v are the charges incurred theroort 
accounted fo? ? 

j 

A. — (a) (1) District Officers qpd Political AgentB of the 

* Survey stations are authorized to expend, 

for the protection of each station, & sum not 
exceeding on an average Rs. 4 a year. 

(2) Any outlay in excess of this amount will 
require special sanction of the Deputy *Sur- 
, veyor-General. 

( b ) Payments slyjuld be made on a receipted bill, 
accompanied by a separate receipt. The bill 
should be sent hy the Treasury Officer to the 
Deputy Surveyor-General at Dehra Dun (who 
will countersign and transmit it to the Comp- 
troller, India Treasuries), the sepai ate receipt 
will support the charge in the district accounts. 
(Arji. 417.) 

Q. 270. — What aro the rules prescribed in respect to 
the receipt of revenue directly by officers of Northern India 
Salt Department ? 

A. — The receipt of revenue directly by «fficers of this 
Department should be restricted as far as possible ; hut when 
any revenue is so received, they are required to pay it into the 
treasury without any diminution. Each remittance will be 
entered in a pass-book and accompanied by a chalan, both of 
which should be receipted by the Treasury Officer or accountant 
in accordance with the rules laid down in Chap. I. (Art. 418.) 

Q. 271.— Namo and explain the several classes into 
which the expenditure of the Imperial Meteorological 
Department is classified ? 

A. — The expenditure is classified into (1) Reporters (2) 
Observatories and (3) Special grants. » 

* Reporters — including salaries and allowances of Reporters 
and their establishments, contingencies connected with their 
establishments. 

Observatories — including (1) allowances to observers, (2) 
establishment, (3) Ldcal contingencies, (4) cost oi observing 
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instruments, whether in the observatories or in the Reporter's 
Offices. 


Special grant $ — grants # for the cost of special works or 
undertaking. (Art. 427.) * 


Q. 272. — How do Reporters and Observers of the 
Meteorological department draw their salary and contin- 
gent bills ? By whom these bills be countersignefTT 


A, — Reporters will draw their bills under the usual rules 
applicable to Government Officers t in the Civil Department. 
Observers will draw bills for their establishment, under the 
conntersigoature of either a Reporter or the Local Civil Sur- 
geon. Their contingent bills must be countersigned by a 
Reporter. The contingent bills for observatories in the Cen- 
tral Provinces, Burma, will be countersigned by the respective 
Sanitary Commissioners of those provinces. Bills for unusual 
expenditure, or for any contingent expenditure in excess of 
Hb. 200, or for instruments in excess of Rs. 50 in value, or for 
expenditure against the head “ special grants,” will require the 
countersignature of the Reporters of the Government of India* 
(Art. 428.) 

Q. 273. — sfate the rules prescribed for the payment of 
charges on account of horse-breeding. 


A. — Charges on account of horse-breeding will be paid on 
presentation at the treasury of bills setting forth the nature of 
the expenditure* (Art. 483 # ) 

Q. 274 — How are the Archaeological Departments and 
Geological Survey and Museums supplied with funds f 


A. — Funds are supplied to the Archaeological Department 
on letters of credit which are issued monthly upon the treasu- 
ries from which m<jney is required by the Comptroller, India 
Treasuries, on application from the surveyor concerned. Funds 
are su# plied to the Geological Survey Department by means of 
payment orders and letters of credit issued mo^thlyby the 
I*#*- Treasuries^ on applications Waived from 
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.CHAPTER 23. 

Forest Department. 

Q., 275. — What are the rules., regaining the receipt of 
Forest Revenue, and how should it be remitted to Treasury T 

A. — All sums paid into a treasury by a Forest 6fficer or 
on his account should be credited to the Forest Department as 
“ Forest^-CSmittances.” 

* • 

All revenue received by Forest Officers should be paid 

into the treasury with as little delay as possible. Bach 
remittance should be accompanied by the usual ^chalan form 
supplied by Treasury Officers, in duplicate. 

A Treasury Officer should receive Forest Bevenue — 

(1) When paid by a Forest Officer ; 

(2) When the chalan is countersigned by a Forest Officer, 

(3) When the Treasury Officer is specially authorized 

to receive it. 

Each item of receipt should be shown separately in the 
schedule submitted by the Treasury Officer to tbe Accountant- 
General; and when two or more Forest Officers deal with a 
Treasury, the receipts from each should be sho#n in separate 
columns. 

If funds are required for immediate expenditure locally, 
sums locally received may be so expended but in all cases the 
gross amount of revenue received must be remitted to the 
Treasury, which may be done in cAsh, or partly in cash and 
partly by cheque, or wholly by a cheque drawn against the 
letter of credit, the amount paid in cash and the amount 
remitted by cheque being shown separately in the chalan or 
remittance note. (Arts. 440 to 443.) 

Q* 276. — How is the Forest Department supplied with 
funds ? f»nd when does the sanction lapse ? 

,,Av— Funds are supplied to the Forest Department by 
means of quarterly letters of credit issued in Madras and Bom- 
bay by the Accountant-General ; and elsewhere by the Oouap* 
trolIer-Generah (Art. 445*) 
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* • All letters of credit lapse at tlie elofe of the financial year; 
bat cheques drawn on or befoVe the 3Lst March, fend presented 
for paynfent at the Treasur^ on or before tfie 30th April, will 
be taken by the Treasury Officer against the letter of credit of 
the official year in which the cheques were drawn. If pre- 
sented for payment after f the 30th April, their amount will be 
taken against the letter of credit of the year succ^cUng that 
in which they were drawn. (Note 2, Art. 445.) Vida also 
Forest Code, Art. 192. 

Q. 277. — How are funds drawn by Forest Officers T and 
what is thewninimum money limit to be drawn ? 

A. — Funds may be obtained by Forest Officers from the 
sub-treasuries or Tehsils subordinate to the district treasuries 
on which they hold letters of credit, by means of cheques, which 
should be distinguished by different numbers and letters from 
those drawn against the district treasury. The Forest Officer 
will, in such cases, advise the District T^jpasury Officer from 
time to time of the probable amount of his drawings, in order 
that funds may be duly provided, and will communicate to 
the Hub-Treasury Officer, through the District Treasury Officer, 
the number of the cheque book to be used. (Art. 446.) Each 
cheque will Be entered in a separate schedule to be submitted 
by the Treasury Officer to the Accountant-General. 

Note, — Temporary advances to Forest Officers should nevor be made 
even if it is known that they will be refunded within the same month by 
the Forest Officer concerned. 

Q. 278. — What is the minimum money limit to be drawn ? 

A. — No cheque will be issued for a sum leBs than Rs. 10. 
(Art. 447.) 

Q. 279.— How are the leave allowances of Forest Officers 
on leave in India at a place where there is no disbursing 
Forest officer, paid and adjusted in the treasury accounts ? 

A.— The leave allowances of Forest Officers on leaftre in 
India may , be paid under the same rules as those of any other 
gazetted officer, and no letter of credit is required. The hills 
should be charged in the treaty account the same way as 
Forest cheques, (Art. 448.) * 
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..CHAPTER 24. 

Kublic Works Pepartment. 

Q.#280. — What is the prescribed procedure for supply of 
funds to the Public W orks Department ? 

A. — Funds will be supplied to tfhe Public Works Depart- 
ment jnjeans of letters of credit (Form 61). The amount of 
each letter of credit is to be posted in the column of bajance 
in the register of cheques paid (Form G2) (and in the Execu- 
tive Engineer's separate pass-book when sent to be written up) 
as the limit up to which the officers named therein may draw 
cheques, Tife cheques themselves should be charged in the 
treasury accounts only when they are actually paid. (See 
Arts. 451 ari’d 449.) 

The Executive Engineer will obtain money solely by 
cheques against his Jetter of credit. He is supplied with 
numbered chequebooks, and before bringing one into use will 
advise the Treasury Officer of its number for record in the 
register of cheques paid. (Art. 451.) 

Q. 281. — How does an Executive Engineer draw money 
from a treasury ? What should the Treasury Officer do 
before he passes an order for payment ? 

A. — An Executive Engineer will draw money solely by 
cheques against his letter of credit. The Treasury Officer, 
before he passes an order for payment should compare the 
cheque with the register (Form 62) to ascertain that the 
account is not overdrawn, and that the cheque really came 
from the book notified as in use by the drawer. The cheque 
should then be entered in the register and passed for payment. 
(Art. 451.) 

Q. 282. — By whom should cheque books be supplied to 
Public Works Disbursers ? • 

A.-By the Examiner of Public Works Accounts and on 
no account shonld they be supplied by Treasury Officers. 

t» 

Q, 288.— How, are Public Works Subordinates supplied 
with funds ?, 

17 
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• • A. — -An Executive Engineer may empower any of Lis sub- 
divisional officers to draw cheques against his awn letter oS 
credit to any extent that he*may specify, supplying him with 
a cheque book bearing a different number from his owm*and 
of course ^dvising the Treasury Officer thereof. (Art. 452.) 

Q. 284.— -How may funds be obtained by Executive Engi- 
neers at sub-treasuries ? What kinds of chequ^s-^ihould 
be used for such purposes ? 

A. — Funds may be obtained by Executive Engineers from 
sub-treasuries, by means of chequss, which must be dis- 
tinguished frdtu those drawn on the head treasury by the nse 
of different numbers and letters. (Art. 454.) 

Q. 285. — What steps should be taken agaiivst shortness 
of funds in the treasuries ? 

A. — He should warn the Treasury Officer from time to 
time of the extent to which he will desire to draw on any sub- 
treasury in order that funds may be provided. (Art. 455.) 

Q. 286. — What should the Treasury Officers enter in the 
Public Works Treasury Pass Books ? 

A. — Treasury Officers should invariably enter in the Public 
Works Treasury Pass books, the Book number as well as the 
individual cheque number and tbe distinguishing initial of each 
cheque cashed. (Art. 457.) 

Q. 287.— -Can Government advance funds for execution 
of works by the Public Works Department for the benefit 
of Estates under the Court of Wards. ? 

A.— No, but whenever such works have to be executed, 
funds should be placed at the disposal of Public Works 
Department by tbe Administrator of the Estate. (Art. 460.) 

Q. 268,— What are the rules prescribed for regulating 
Public Works receipts and expenditure by Ciril Officers 
acting as Public W6*ks disbtirsers? 

A,— The foJlolriag are the rules : — 

(l) All expenditure for Public Works, whether imperial, 

: officers not belonging to the 
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Public Works Department against the grant for Public Works 
# in charge of»“ Public Works Qfficers ” will be audited by, and 
brought to the books of the Examiner. * 

V - ^ it 

(2) The Civil Accountant-General will take measures to 

stop, and to recover any payments which may ‘have been 
irregularly made from 9 the general funds in the treasury on 
worS^wlfcich are chargeable to the departmental part of the 
Public Works grant. • 

(3) The local Government or Administration, in passing 
the estimate for a work Jo be executed, or in giving authority 
for land to taken up by a civil officer, will determine how the 
fnndn are to be supplied, and the civil officer will apply to the 
Examiner or the Executive Engineer for the credits he may 
require. The Examiner or Executive Engineer will furnish 
the civil officer with a cheque-book to draw against it. 

(4) The Civil Officers* requisition for funds should be 
submitted to the Examiner or the Executive Engineer by the 
8th of the month preceding that for • which the advances are 
required. 

(5) The Civil Officer will send up a brief monthly abstraot 
of receipts and disbursements, showing total cash received and 
total expenditure on each work in progress. 

(6) A bill should be prepared by the civil officer on com* 
pletion of each original work, and an annual bill for the 
repairs executed during the year which should be submitted 
to the Engineer either direct or through the Executive Engi- 
neer, for final audit. 

(7) Public Works revenue realised by civil officers 
carrying ont public works must not be expended, but paid 
into the treasury to the credit of Public Works Department, 
the receipts and payments being recorded in the monthly 
abstract of receipts and disbursement!. (Art 467) and vide 
Section IV., Chap. XIV. of the Public Works Code. 
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CHAPTER 25. « 

I 

Military •Department. 

Q. 289. — Name the departmental officers who are aiffcHio- 
rised to grant receivable orders. 

* c 

A. — The Controller of Military Accounts. 

The Officer in Charge, Accounts Branch. 

The Pay Examiner. 

The Examiner, Supply and Transport Accounts. 

The Examiner, Ordnance and Clothing Accounts. 
Presidency and Circle Paymasters. 

Superintendent of Kheddas. 

Supply and Transport Store and Shipping Officer. 
Superintendents, Army Clothing. 

Chief Supply and Transport Officers. 

Superintendent of Remount Depdfcs. 

Medical Storekeepers to Government. 

The Agent for Government Consignments. 

Officers in Charge of Grass Farms. 

Remount and Purchasing Agents. 

Superintendents of Ordnance Factories. 

Examiner of Ordnance Factory Accounts. 

Officers (commissioned or warrant) in Charge of 
Arsenals and Ordnance Dep6ts. 

Executive Supply and Transport Officers. 

Honorary Commissioned, Warrant and Non-com- 
missioned Officers in Supply and Transport Charge 
at Outports. 

Superintendents of Pensions and Family Payments. 
Officers in Charge of Family Payment. 

Officers in Charge of Pensioners* 

Q. 290. — What are the two kinds of deposits of the 
Military Department and explain each of them ? 

A, — Deposits of the Military Department ate of two 
kinds— 

(1) Earnest , money deposits, made by * intending 

tender#^, For therf^ no previous permission is 
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require^, but the depositor must state the 
name of the military officer in whose favor 
he’makes the deposit, and that name* must be 
■tated on the reclipt given by the treasury. 
These deposits will be refunded uyder the 
authority^ of an ordA 1 endorsed by the said 
military officer upon the receipt. The trans- 
actions will be recorded as Revenue Deposits 
and no part repayment of earnest money can 
ever be made. 

(2) Other Deposits. These will be received only under 
* the written authority prescribed in Art. 469 
and they can be repaid only by cheques drawn 
against the assignments. (Art. 472.) 

Q. 291. — What procedure should be followed if a Mili- 
tary Officer requests •that Deposits should be adjusted to 
credit of Government ? 

A. — If a Military Officer requests that the deposit be 
carried to credit of Government, he should return the receipt 
with this direction, whereupon the Treasury Officer will 
endorse it “ Pay by transfer credit to Military'* charge it off 
on this voucher, and credit the amount as a Miscellaneous 
Military Receipt. (Note 1 to Art. 472.) 

Q» 292.— How is the commission duty when received 
by a military officer in civil employ levied and adjusted in 
the Treasury accounts ? 

A. — The Military Department should notify the fact to 
the Civil Accountant-General, in order that the Treasury 
Officer may be instructed to recover the duty at the official 
annual rate of exchange in force at the time the recovery is 
effected. The amount is adjusted to the credit of the Military 
Department of the command to which the officer belongs. 
(Art. 476.) 

Q. 293.— How are funds to be supplied to the Military 
disbursing officer ? ’ 
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• « A. — Funds will be placed at the disposal of the Military 
disbursing officers by annual assignment estimates in their favSr 
issued to Treasury Officers^y the local Accountant-General 
on the application • of fchA Controller of Military Acsdunts. 
(Art. 47Jf.) 

Q. 294. — How and upon what conditions are payments 

made for Military charges ? 

• 

A. — Payments will be made by Treasury Officers against 
these assignments, provided that the disbursements made in 
any month, lidded to the payments afready made in the previous 
months of the year, do not exceed the amount ¥or which pro- 
vision has been made up to that period in the annual estimate. 

(Art. 478.J 

Q. 295. — How arc Funds supplied to a regiment or 
battery when it is moved from a station where there is a 
Military Treasure chest to a station whisre there is a Civil 
Treasury, or vice versa, ? 

A. — The Paymaster or Commanding Officer should obtain 
from the Treasury Officer or Military Chest Officer, as the case 
may be, a certificate specifying the full amount paid from the 
treasury or treasure chest within the official year, and forward 
it with an application for transfer of assignment to the Con- 
troller of Military Accounts. (Art. 481.) 

Q. 296. — How long will a cheque bearing date any time 
in January payable ? 

A. — Payable at any time up to 30th April (i,e.) within 
three months after the month of issue. (Art. 482.) 

Q. 297.— -How are issues of cast from Civil treasuries to 
Paymasters of British Regiments of Infantry and Cavalry 
mad# and when ? • 

A.— The issues of cash from Civil treasuries to Paymaster 
are made weekly on cheques. (Art. 483,) 

- ^. 298,-^-By yrhom ere the roaehers for such charges 
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A. — They are signed by both the Paymaster and tfic* 
Officer Commanding. (Art. 483.) 

Q. # 299. — How often may Officers Commanding Native 
Regiments of Cavalry and Infantry draw money in a 
month ? 


A^-Tijey will draw but one cheque in the beginning of 
the month for the amount due on the general state of aoconnts 
for the preceding month ; but if, after the monthly cheque has 
been drawn, an emergency arises requiring the supply of 
further funds for the payment of detach ments,* advances of 
pay to Officer® leaving the corps, or other distinctly authorized 
purposes, additional cheques may be drawn for such purposes 
so long as the? assignment is not overdrawn. (Art. 484.) 

Q. 300. — Describe the procedure to be adopted by a 
Military disbursing officer to prevent double payment if a 
cheque drawn by him lias been lost ? 

A. — In such a case, the disbursing’ officer should address 
the Treasury Officer drawn on, forwarding for signature a 
certificate in the accompanying form. If, after search through 
the lists of cheques paid, the Treasury Officer* finds that the 
cheque has not been cashed, he will sign and return the certifi- 
cate. The military disbursing officer should enter in his 
account the original cheque as cancelled, and should issue 
another. 

Certified that chequo No. , dated , for Be. reported by the 
(Military Disbursing Officer to have been drawn by him on this treasury 
in favour of ) has not been paid, ard will not be paid if paid if 
presented hereafter. 

Treasury Officer, 

(Art. 485.) 

Q. 301.— -Can Military disbursing officers draw advances 
from a Civil Treasury and if so how ? 

A. — In <acases of emergency * when delay in applying for a 
supplementary assignment would be productive pf inconveni- 
«uce to the public service, military disbursing officers need 
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f»£ funds over and above the amounts ^vhich they may draw 
under Art. 478 may obtain additional credit on a civil 
treasury' 'on the authority of*a station or district order. Such 
credit must not be ippliecf for except in caseB of actual tfbces* 
sity, and.tlie circumstances must., in every case, be reported to 
the Controller of Military Accounts. Payments against 
advances so obtained will be made on cheques in tjje ordinary 
form, and will be charged in the treasury accounts in the same 
way, (Art. 487). 

Q. 302. — How should advances* granted to Military dis- 
bursing officers on station or district order$ in cases of 
Emergency (referred to in Art. 487) he treated ? 

A. — Such advances should be treated as additional letters 
of credit. 

Q. 303.— What steps should he tqken by a Civil Officer 
when directed, in time of war, to incur expenditure for the 
Military Department in procuring or collecting baggage, 
animals or supplies ? 

A.— In such cases, the civil officer should at once report 
to the Controller of Military Accounts the best estimate he can 
form of the amount he will spend and the probable time during 
which his payments will be made. (Art. 493). 

Q. 304. — What vouchers should be forwarded in support 
of every payment made by a civil officer on account of 
animals or stores purchased for the Military Department, 
and what should a Civil Officer do when there is no re- 
presentative of the Military Department to whom the 
animals or stores can be handed over ? 

A — Every payment made by a civil officer on account of 
^nimals or stores purchased for the Military Department should 
be supported by (1) the payee's receipt, and (2) the receipt of 
the Supply or Transport Officer to whom the animals or stores 
handed over. • 

When there is no representative of the Military Depart- 
ment to whom the animals or itofes can be handed over, the 
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eivil officer should fiymish proof that he has made lhem # o\ter 
to the railway authorities at # the point of transmission for 
despatch to their destination, Ae proof being a certified copy 
of fife acknowledgment of their receipt *by the station master 
or other responsible officer of tho railway* (Art. 494.) 

Q^305. How are payments for Marine services made 
and adjusted ? 

ii 

■A- Payments for marine services are made on receipts in 
duplicate, and not by cheques. 

Payments for other 1 marine services are majle on cheques 
issued against assignments granted to the Director and Deputy 
Director of the Boyal Indian Marine and the Examiner of 
Marine Accounts. 

The Treasury officer will at once forward the original 
receipt <o the Examiner of Marine Accounts, and retain the 
duplicate to support the debit in his accounts. (Art. 495.) 

Q. 306. — What are the vouchers jiecessary in support of 
disbursement for the purchase of, ami compensation for 
lands taken for military purposes ? 

A. — In such cases, the billB and receipts of the payees and 
the original authorities (or certificated extracts therefrom) 
under which the expenditure is incurred, are necessary. 

(Art. 498). 

Q. 307.~Bow are payments made to military pensioners, 
when made through the Civil Department. 

A. — They are made as follows : — 

(1) In Madras, Burma, and Cuttack under the pro- 
cedure laid down in the Madras Code of 
Regulations for the Department of Family Pay- 
ments and of Pensions. * 

X2) Elsewhere, by the Treasury officer, who is furnished 
with a> descriptive roll and a parchment certificate 
for each pensioner, on receipt of which he will 
entw the necessary particulars in a check register, 
and retain the documents till the first payment of 

19 ' : ' ;r :\! 
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the pension is made. After making this first payment^ 
he will hand over tiie parchment ^certificate to the 
pensioner and attach the descriptive roll to the 
treasury list of payments. 

Native military pensioners are also paid by military officers 
and by the Post Office under departmental rules. (Art. 503.) 

Q,,308. — What is the rule regarding Government Secu- 
rity deposited with a military disbursing officer for a period 
of 12 months or less, and how is the register of such securi- 
ties maintained ? 

A. — Government Promissory notes deposited with a mili- 
tary officer for a period of twelve months or less, sigll remain in 
the name of the depositor, and shall not be endorsed by him to 
the officer concerned. The military officer receiving the deposit 

will see that the notes stand in the name of the depositor, and 

« 

that the contract or- other document executed by the depositor 
conveys authority to Government to appropriate or cancel the 
noteB if the contract is not fulfilled. After satisfying himself 
on these points, the officer receiving the deposit will lodge the 
note or notes for safe custody in the nearest civil treasury except 
in the Presidency Towns of Calcutta, Madras and Bombay 
where the notes will be lodged with the Comptroller-General, 
and with the Accouutants-General, Madras and Bombay respect- 
ively. The depositor may draw interest on these notes by 
tendering receipts in the usual form countersigned by the officer 
with whom he deposited them. (Art. 506.) 

Notes received for safe custody must at onoe be entered in 
the register maintained for the purpose, but no record need be 
made in it of any interest payments, and the notes received 
should also be noted at onoe in the register in the column pro- 
vided for the purpose* (Art. 507.) 
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CHAPTER 26. 

Post .Office* 

# 

(&• 309. — What is u Post Office Treasury Pass book ” ? 

A. — Post Office Treasury Pass book is a book which con- 
tains a complete record of all sums ireoeived from or paid into 
theHvgasury (whether in cash or by transfer) by a Head Post 
Office or any of its sub-offices. (Art. 508.) 

Q. 310. — How is the Postal Department supplied with 
funds, and when does the sanction lapse ? 

A. — Postal department is supplied with funds by means 
of letters of credit, both ordinary and telegraphic, issued by 
the Deputy Comptrollers, Post Offices, in charge of circle audit 
offices at Calcutta, Nagpur and Delhi on civil treasuries in 
favour of Postmasters within their circle of audit to place them 
in funds for their ca$ k requirements ; advices of these credits 
are also* issued to (he Civil Account Officer on the same day. 

Letters of credit in favour of the postal Department lapse 
at the close of the mouth for which issued. (Arts. 511 and 512.) 

Q. 811. — What course should be adopted when a Hub- 
Postmaster requires funds at a treasury different from that 
with which the Postmaster himself banks t 

A. — When f un ds are required for a Sub-Postmaster at a 
different treasury from that with which the Postmaster himself 
banks, the latter should obtain from the Comptroller, Post 
Office, a letter of credit on that treasury and then empower his 
Subordinate Postmaster to draw against it. (Art. 512.) 

Q. 312. — How are payments to the Post office on account 
of Revenue money orders made ? 

A. — Payments to the Post office on accounts of Revenue 
Money orders are not made in cash, but by transfer on a receipt 
signed* by the Postmaster. (Art. 518.) 
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CHAPTER 27.. 

Telegraph 'Department. . 

, # * 

Q. 313. — Define “ Imprest” and what accounts ar^ the 

Telegraph Officers to open with a treasury or bank ? 

¥ 

A, — Money received On account of ^Government by members 
of the Telegraph Department is called “ Imprest”. Tfcr only 
account, permissible with a treasury or bank by officers oithe 
Telegraph Department iB that of the amount of letters of credit 
granted in the sub-divisional officers’ favour. (Arts/ 523 and 
524.) f f 

Q. 314. — How are payments made to Telegraph Officers 
at treasuries and how are they adjusted in the accounts ? 

A. — Payments are made to telegraph officers at treasuries 
on presentation of certain prescribed documents. The issues of 
money from treasuries are made only to, or by order of, officers 
in recognized charge of offices or sub-di visions, and are entered 
in the treasury accounts as remittances from the treasury 
officer to the Telegraph Department. (Alt. 525), 

Q. 315. — How are funds supplied by Treasury officers to 
the Telegraph£)epartment. 

A* — Money is obtainable from treasuries in one or other 
of the following ways : — 

(1) On presentation of salary or travelling allowance 

bills each of which must be accompanied by a 
separate receipt for the net amount to be paid 
in money. 

(2) On presentation of certificates signed by the Local 

, Chief Superintendent of Telegraph, that a cer- 
tain sum is required to make up an officer’s 
balance to the prescribed amount allowed to him. 

jf * 1 T / r * ' 

(3) On presentation of certificates that money is Re- 

quired for advances to persons transferred, or 
for refund ;of deposits. 'ij . 1 , „ Or»V ' ■' 
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(6) In case of emergency, treasury officers may advance* 
Sunds, not exceeding Re. 250 at a time, in recoup* 
men£ of an imprest ftr for a personal advance on 
the authority of a telegraphic communication 
from the Chief Superintendent of a division. 
(Art. 526.) • # • 

Q.^56. -v-On what authority are contingent or imprest 
certificates and travelling bills of Telograph officers passed ? 

A. — Contingent or imprest certificates and travelling 
bills are paid only on the aountersignature of the Chief Super- 
intendent of Telegraphs and travelling bills must*be signed by 
an officer holding a distinct charge. (Art. 531.) 

Q. 317. — How are Telegraph Officers supplied with funds 
to meet extraordinary expenses, and how is the amount 
drawn. 

A. — Extraordinary expenses will be drawn by officers 
of the Telegraph Department on cheques against letters of 
credit to be issued in their favour by provincial Accountant- 
General. (Art. 536.) 

The Examiner of Telegraph Accounts should apply to the 
local Accountant-General concerned for a lette# of credit in 
favour of the officer who requires the money on the treasury 
from which he can most conveniently draw it. (Art. 537.) 

Q. 318.— What is the period during which such authority 
is current ? 

Each letter of credit, when granted, will remain available 
until the end of the official year in or for which it is issued, with 
the exception that undrawn balances will lapse at the expira- 
tion of six months from the date of the last payment made 
against the credit, (Art. 538.) 

, Q v 319.*-State the rules in regard to Ihe transactions of 
Telegraph officers with sub-treasuries ? 

A.— Telegraph officers may obtain funds from sub* 
treasuries by means of cheques, which should be distinguished 
by different numbers and letters from those dram against the 
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treasury. In such case, the telegraph officer should give 
notice to the Treasury officer, from time to clime, of thb 
probable? amount of his drawings on such 9 sub-treasuries, in 
order that funds may be dfily provided. 

Whenever money is sent to the sub-treasury office, the 
telegraph officer wlfb sends it niU&t forward with each 
remittance a pass book which will be a simple mgmofandum 
book with date, particulars, and amount of remittance; and 
place for initials of the Treasury officer. (Arts. 542 and 543.) 

Q. 320. — What are the rules foy the supply of Telegraph 
stamps and the adjustments of accounts relative to their 
sale i 

A. — Telegraph stamps are supplied up to sanctioned 
permanent amount to telegraph masters without payment. 
Their value is not credited in the treasury account, but 
deducted in the plus and minus -memo, of telegraph 
siainps, the deduction being supported ° by the telegraph 
masters receipt and the sanction. The toansaetion is also entered 
in the monthly account sent to the Superintendent of Stamps, 
accompanied by the duplicate receipts ol the telegraph masters. 
(Art. 546.) t 

When treasuries are closed for the holidays of more than 
one day's duration, Treasury officers are authorized to advance 
to local telegraph masters without payment and in excess of 
the ordinary imprest, such telegraph stamps as the Divisional 
Chief Superintendent of Telegraphs may consider necessary. 
(Art. 547.) 

These temporary advances are to be adjusted immediately 
on the re-opening of the treasury by the return of the unused 
stamps, and the money value of those sold. The cash received 
will be credited in the cash book as proceeds of telegraph 
stamps sold, and the full amount of stamps advanced will be 
Bhown as returned to the monthly account sent to the S&per* 
intendent of Stamps and added in a separate entry to the plu» 
and minus memorandum. (Art, 548.) 
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CHAPTEB. 28. 

Service. Funds. 

$ • 

Q»jJ21. — Wlmt arc the difTer^at funds included under 
“ Indian Civil Service Funds” ? 

A. — Indian Civil Service Funds include the following: — 

(1) Annuity funds. 

($) Civil funds. 

(3) Indian Civil Service Faini I y Pension Regulations. 

(Arts. 550 to 553.) 

Q. 322. — Who is responsible for the amount of fund 
deductions from salary or pension bills ? and whoso sanc- 
tion is necessary for the refund on account of service funds ? 

A. — In the case of annuity fund deductions of Covenanted 
Civil Servants, and deductions on account of the Indian Civil 
Service Family Pension Regulations from all Covenanted Civil 
Servants who wer% appointed in 1881 or subsequent years 
the treasury officer is responsible for seeing that the proper 
deductions is made. In other cases the responsibility rests 
with the drawers of the bills. 

No refunds may be made without the express authoiity of 
the Comptroller, India Treasuries. (Arts. 549 to 553.) 

Q. 323, — How is an over-deduction from the pay of a 
Covenanted Civil Servant on account of a Civil fund 
adjusted? And under whose authority the pension of 
incumbents of the Civil Funds are paid ? 

A. — An over deduction from the pay of a Covenanted Civil 
Servant on account of a Civil fund is adjusted by short 
deduction in a subsequent bill. (Note 1 to Art. 551.) 

The Pensions of incumbents on the Civil Funds are paid 
under special orders of the Comptroller* India Treasuries. 
(Artt 552.) 

Q. 324. — To whom are the Bengal and Bombay 
Uncovenat&d Service Family Pensions Funds open? Can 
one subscribe to both the Funds ? 
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* t A,— The Bengal Fund is open to all Christian men in the 
Service of the Imperial and* Provincial Governments in IndiU 
and Government pensioners between the age 1 of eighteen and 
seventy. The Bombay Fuild is open to the following classes of 
persons, not being members of the Indian Civil Service, or of 
the Army - 

(1) All persons in the service of Government employed 

on Civil, duties in public offices within* the 
Bombay Presidency without distinction of creed 4 
or country and whose service qualifies for pension 
# from Government. c 

(2) Persons originally of the above class receiving 

pensions from Government. 

» 

(3) Persons employed by the Government of India in 

Imperial Departments, whose services qualifies 
for pensions from Government, whose employment 
is not restricted to any particular province, but 
who are liable to serve in any part of India. 

(4) Persons employed in Local Fund offices witbin the 

Bombay Presidency, whose service qualifies for 
pension from the General Revenues. 

Note . — No person may subscribe to both Funds. (Art. 560.) 


Q. 325, — How are subscriptions on account of Bengal 
and Bombay Service Family Pension Fund received ? 


A. — Such subscriptions are received both in eash and by 
deductions from pay-bills, but it is compulsory on subscribers 
admitted after i)th September 1870 to pay their subscrip- 
tions by deduction from their pay or pension bills. (Art: 516.) 


Q, 826. — What are the rules relating to the management 

of the Hindu Family Annuity Fund? 

•M ' ■ 

A. — Subscriptions on account of the Hindu Family 

Annuity Fund will be rjaceived by Treasury officers trader 
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of application of an intending subscriber, the Accountai^t- 
► General aftgr seeing ftiat it contains an acknowledgment, will 
give authority te the Treasury pflicer named to receive such 
contributions as the subscriber ^nay 4P n( ^ er in cash or by 
deduction from pay, if lie be a Government servant and prefer 
to so make payment. 

Qn* 327.— What are the rules relating to Post Offices 
Insurance Fund ? # 

A.— Premia or subscriptions on account of the Fund are 
usually received by deduction from pay bills, but in certain 
circumstances payment in cash is allowed. Such payments, how- 
ever, can be received only at Post Offices and must in no case 
be received at treasuries, nor may payments on account, of the 
fund be made at Government treasuries. 

Deductions from pay bills may be made only under 
instructions communicated to the insured persons superior 
officer by the ajulit officer of his Department, who will 
similarly communicate any commutation by the insured person 
of his future subscriptions for a lump payment or surrender 
by him of his policy or contract. A superior officer will, 
therefore, allow no deductions on account of premia or 
subscriptions to be made from pay bills except on account of 
those duly authorised to subscribe. (Art. 565- A.) 


CHAPTER 29. 

Coin. 

Q. 328. — Wliat coins are legal tender and to what extent ? 
A.— The Sovereign Gold, Silver, and Copper. 

The sovereign, rupee and half-rupee are legal tender to any 
amount. Double pice (half-anna), single pice, half-pice, and pie 
are legal tender only for fractions of a rupee. (Art. 566.) 

Q. 329>. — Can gold coins be received into treasuries? 
If so, under what conditions ? * 

19 
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9 ^A. — Sovereigns and 1 1 alf -sovereigns (of the Royal Mints of 
England and Australia) at a t rate of Its. 15 and Rs 7-8-0,* 
respectively, may be taken provided they *weigh 122-5 and 
61-125 grains respectively. «( Art. 567.) Free use of silvtjgvfor 
copper of not less than Rs. 2. (Art. 570.) 

Q. 330. — What precautions are Jhalcen to prevent legal 
tender copper coins from circulating at a discount !^And 
what must be done if, at any time, such coin is found to 
circulate at a discount ? 

« 

A . — Legal tender copper coins received by the banks will 
be subject to fhe operation of the ninth clause of th|* agreements 
with the banks ; and the Comptroller-General or Accountant- 
General, as the case may be, will, under the fifth clause of those 
agreements, pass bills for the cost of remitting elsewhere any 
surplus legal-tender copper coin which may accumulate in any 
bank or branch bank. (Note 1 to Art. 570.) 

If, legal tender copper coins does, at «*nv time, or any 
where, circulate at a discount the circumstances should be 
reported to the Local Government, and by the Local Govern- 
ment to the Government of India, with full explanation of the 
supposed causes of it and of the measures taken to remedy it. 
(Art. 571.) 

Q. 331. — State the conditions of currency of silver coin ? 

A. — (a) The rupee and half -rupee shall be a legal tender in 
payment or on account, if the coin has not lost 
more than two per cent, in weight and alBO that it 
has not been clipped or filed, or defaced or 
diminished otherwise than by use. 

(6) The quarter-rupee and eighth of a rupee shall be 
legal tender only for fractions of a rupee if it 
has not been clipped or filed, or defaced Or dimi- 
nished otherwise than by use. , • 

Q. 332.— What roles are laid down in the Civil Account 
Cpd^r to prevent copper coin circulating at a discount. To 
wM .jMfomti i* teqdfer iu*cl should iffcj 
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ever refused to persons applying for it in exchange fo* 
silver or not&s ? 


•. ji. — To prevent copper coin dirculaVing at a discount, the 
Government of India have directed the free issue of silver in 
exchange for legal tendgr copper cotn yn parcels of the value 
of napless than two rupees at any Treasury, sub-treasury, 
and .currency office throughout British India and also at the 
Presidency Banks and their branches. 

Whenever large bodies of men are assembled on public 
works under construction for purposes of famine relief or 
otherwise, the local authorities should make special arrange- 
ments to supply silver on the spot in exchange for the legal 
tender copper coin which may be collected by the purveyors or 
foremen at such assemblages. (Art. 570.) 

Copper coins will*be received in payments to Government 
to any amount, although they are legal tender only for frac- 
tions of a rupee. (Art. 563.) 

Copper coins should be issued freely to persons asking for 
them, either in payment of claims against Government, or in 
exchange for rupees or for currency notes wliish the treasury 
may be cashing. There should bo no objection to issuing such 
coin as long as there are any in stock. (Art. 569.) 

Q. 383.— ’■Explain Legal Tender in India. 

(c) Legal Tender (in India). The Sovereign, the rupee and 
half rupee shall be a legal tender in payment or on acconnt ; 
Provided that the coin has not lost more than two per cent, in 
weight: Provided also that it has not been clipped or filed, or 
defaced or diminished otherwise than by use. 

The quarter rupee and eighth of a rupee shall be legal 
tender only for fractions of rupee, subject f to the second proviso 
mentioned above. (Art. 573.) 

Q, 334.*-- What is the procedure prescribed for the 
lreoeipt and examination of a. specie remittance,? How are 
rejected coins disposed of ? 
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* • A.— Immediately on tbe arrival of £ remittance of specie 
credit for the invoiced amount, should be fjiverf in the cash 
book, and* advice (as prescribed in Art. 661) eent to the 
Accountant-General, \he pface whence the romittancfc* is 
received boing entered in the cash book, with the same specifi- 
cation as is prescribed* for the advice*.' If the remittance be 
from a mint or treasury, or small coin depot or su\j-de|5c)t, in 
another province, the receiving Treasury Officer will still dend 
the advice to the Accountant-General of his own province. A 
copy of the receipt given to the escort officer will be sent by 
post on the same day to the despatching Treasury.^ 

The remittance must then be examined in detail and 
when the detailed examination is complete, a formal receipt 
will be sent to the despatching officer. If the examination be 
not complete before the despatch of the cash balance report, 
note should be made thereon that the ^remittance is not yet 
examined. * 

Uncurrent coin found in the detailed examination of a 
remittance should be dealt with under the rules in chapter 29, 
i.e. (counterfeit coins found in a remittance should be broken 
and returned tojblie remitter, though in the ease of a remittance 
to a bank unaccompanied by a potdar, the bank might agree to 
realise the value of the metal and credit the remitting treasury. 
(Art. 58 0.) 

Q. 335. — Who are the persons authorized to cut or break 
silver coin and under what circumstances can they do so ? 

A. — When any silver coin purporting to be coined and 
issued under the authority of the Government of India is 
tendered to any officer authorized by the Governor- General in 
Council or the Local Government who has reason to believe 
it to have lost, by re^ponable wearing, more than two per cent, 
in weight, or to he counterfeit, or to have been reduced, in 
weight otherwise than by reasonable wearing, to be called or 
he may cut or break such coin. (Art. 575.) 

The following officers are authorized to cut or break such 
silver coin :■— > 
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(1 ) Every officer* in charge of a District Treasury. 

• • 

(2) Every Assistant Collector, Deputy Collector, Assist- 

ant' Commissioner, or*Extra t Assistant Commis- 
sioner in charge of a sub-treasury. 

(3) Every Commissioner, Deputy Commissioner, Assist- 

ant Commissioner of the department of paper 
currency. f 

(4) The Mint Masters, Calcutta and Bombay. 

(5) The Secretary ^and Treasurer of each of the Presi- 

dency Banks and every agent in char^ of a branch 
of any of the said banks and some others. (Art. 
576.) 

Q. 336. — What has to be done in each case with coins 
presented at a Treasury. 

*(l) Counterfeit or fraudulentJy reduced coin. 

(2) Coin called in by proclamation. 

(3) Coin reduced by reasonable wear. 

(4) Defaced and shroff-marked coin. 

(o) Defective silver coin. 

A. — (l) When any counterfeit or fraudulently reduced 
coin is tendered to a Treasury Officer, lie should 
cut or break such coin, and return the pieces to 
9 the person tendering the coin. (Art. 579.) 

(2) When any silver coin purporting to be coined 
and issued before 1st September 1835, under the 
authority of the Government of India, is tender- 
ed to a Treasury Officer, he should cut or break 
such coin, and at the option of the person tender- 
ing the coin, return to him # tbe pieces, or retain 
them and give credit for them at the rate of one 
rupee per tola. (Art. 582.) 

(3^ When any rupee or half-rupee is tendered to any 
Treasury Officer who has reason to belie re it to 
have lost by reasonable wearing mo see than two 
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per cent, in weight, he should receive such 
rupee or half-rupee at its full nominal value, but 
should immediately cut or break it. (Art. 583.) 

t ♦ i’ 

A quarter-rupee or an eighth of a rupee should, 
when tendered to such an offer, be aocepted as 
legal tender for a fraction of a rupee^ven 
though it may have lost, by reasonable wearing, 
more than two per cent, in weight ; such a coin 
should nob be withdrawn from circulation, unless 
by reason of the obliteration of the device upon 
f it, or for any other reason, it appeals to be unfit 
for circulation, in which case, it should not be 
cut or broken. (Art. 584.) .. 

Note . — It should be sent to the Master of the Mint 
of Bombay or Calcutta, or to any principal treasury 
appointed by the Accountant-General or Comptroller to 
receive such coin for remittance t* the Mint. (Art. 588.) 


(4) Defaced coin otherwise than by shroff marked 

should not be cut or broken but should be re- 
turned to the tenderer. Silver coin that has 
^>eeu defaced or diminished only by shroff-marks 
should be received at its full nominal value; it 
should not be cut or broken, but should be with- 
drawn from circulation and sent to the Master 
of the Mint at Bombay or Calcutta* or to any. 
principal treasury appointed by the Accountant- 
General or Comptroller to receive such coin for 
remittance to the Mint. 

(5) Defective coins. 


387 .— What are the rules for the disposal of uncurrent 
coins receive# by a Government Officer and offic|rs 

» « .'A.,' il iTI 


• than Government. 


'' A.*— ‘Hitch nnohrrent coins received by Government Officer 
je> forwarded to . this Maafc>r of the Mint at Bombay or 


appointed by tie 
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Accountant-General to receive sucli coins for remittance to the 
Mint. Such coins will fee credited in the officer's cash balance 
as “ uncurrent coin ” at the actual value at which it has been 
received, and on transfer to the will be credited at the 

rates prescribed in the rules, any loss incurred in recoinago 
being taken as a charge of the Mint. § 8 

TF-acurrent. silver coins rece ived by an officer other than a 
Government Officer should bo sent to the nearest Government 
Treasury, where they will be paid for at the rates prescribed 
in the rules and thereafter they will be dealt with in the man- 
ner prescribed in the abovfc rule. (Arts. 588 and ^589.) 

i 

Q. 338. — What are the rules laid down by the Government 
of India for jbhe receipt at the Mint of cut coins from Rail- 
ways in India ? 

A. — The following are tho rules : — 

‘(a) Remittances to the Mint, which may be made at 
such intervals as are found convenient, should, 
an far as possible, be in quantities weighing, not 
less than 500 tolas at a timo. 

( b ) A deduction of one per cent, will lje made by the 

Mint Master on account of melting charges 
subject to a minimum charge of Rs. 2. 

(c) The Mint Master will, after the coin has been 
, melted, prepare an outturn certificate Bhowing 

the value of the melted bullion at the market 
price of silver and forward it to the Examiner 
of Accounts concerned. A copy of the certificate 
will also be sent to the Comptroller, India Trea- 
suries, in the case of the Calcutta Mint, and to 
the Accountant-General, Bombay, in the case 
of the Bombay Mint. 

(d) The Examiner of Accounts, will, on presentation 

of the certificate at the looal treasury, obtain 
payment of the value of the bullion remitted to 
the Mint as shown therein (Art. 500-4* ) 
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Q. 339. — How should a Treasury Officer deal with coins 
reduced by reasonable wear, when tendered at^a treasury ? * 

A.-* -Coins reduced by reasonable wear shall be received at 
its full nominal value but !>hall immediately be cut or lifoken. 
(Art. r>§3.) 

Q. 340. — What are t*he conditions of currency of silver 
coin and how is uncurront silver disposed of ? < 

f 

A. — Condition of currency of silver coin — Act XXIII of 
1870 provides that : — 

c 

(1) * The rupee and half rupee shall be f a legal tender 

in payment or on account : provided that the 

coin has not lost more than two per cont. in 

» 

weight ; 

Provided also that it has not been clipped or filed, or 
defaced or diminished otherwise than tfy use 

(2) The quarter-rupee and eighth of a rupee shall bet 

legal tender only for fractions of a rupee, subject 

to the second provision mentioned above. (Art. 

7> 73.) 

Silver coin received by Government Officers and with- 
drawn from circulation shall whether or not it lias been cut or 
broken under the existing rules, be 6enb by the first convenient 
opportunity to the master of the Mint at Bombay or Calcutta, 
or to any principal Treasury appointed by the* Accountant- 
General or Comptroller to receive such coin for remittance to 
the Miut. Such coin will he credited iu the officer’s cash 
balance as 41 uncurrent coin” at the actual value at which it 
has been received, and on transfer to the Mint will be credited 
at the rates prescribed in these rules, any loss incurred in 
recoining being takjen as a charge of the Mint. (Art. £88.) 

Silver coin received by an officer other than a Government 
Officer and withdrawn from circulation should, whether or npt 
it has been out or broken, be sent to the nearest tjovernment 
^rejpury. (Art. 589 ) 
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Q. 341.— What copper coin is treated as uncurrent E^nd 
*how is the uncurrent copper coin disposed of ? 

# A. — No copper coin, which ilas coined before AcTi NXT of 
1835 came into force shifll be re-issued* either by the Presi- 
dency Banks or from any Government Treasury. Copper coins 
will^be received withd^t objections, however greatly worn 
wliicli* be.'ws any trace of Government mintage. Nor shnll 
copper coin be re-issued if the devise upon it has become so 
faint as, to make it likely that it will become obliterated before 
another opportunity arises for with drawing it from circulation. 
(Art. 592.) 

Unourrent copper coins lying in a treasury, depot or sub- 
depot in the interior should under instruction from the Local 
Accountant-General be cut in half and sold as old copper 
either on the spot, or in some other market if, after allowing 
for the cost of carriage, a better price can be obtained theie. 
(Art. 593.) 

Uncurrent copper coin should not be sent to the Mint 
unless the operation is profitable. " 

In some places it may be possible to mejt up such coin 
more cheaply than to break it. (Art. 595.) 

Q. 34-2. — What copper coin is uncurrent and give the 
rules prescribed for the receipt and disposal of such coin ? 

A. — No copper coin, which was coined before Act XXI of 
1835 camejnto force, shall be re-issued either by the Presidency 
banks or from any Government treasury nor shall copper coin be/, 
^dev ice upon it has become so faint as to make it likely that it 
yo-iAAftui ^ fif that will become obliterated before another opportu- 
nity arises lor withdrawing it from circulation. All such coins 
which come into the ex-officio possession of any Government 
Officer, or of the Presidency Banks, may, with the previous 
sanction of the Accountant-General, be returned into Store at 
thd nearest depdt or sub-depdt. (Art. 592.) 

Uncurrent copper coins lying iu a treasury, depdt or sub* 
depdt in ftie interior, should, under instructions from the Local 
Accountant-General, be cut in half and sold as old copper, 

2P 
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either on the spot or in some other market if, after allowing for 
the cost of carriage, a better price can be obtained there. (Art. 
593.) 

Q. 343. — When nfay foreign coins be received ? 

A. — Generally speaking, coin of British Indian mintage 
only is received in treasuries. But Troops returning from a 
campaign, where they have been paid in foreign yiond^° are 
allowed to exchange it at the Treasury nearest the frontier (or 
at the next, on a certificate that tho frontier Treasury has not 
sufficient funds) at the rate of exchange at which it may have 
been issued to < the troops ; the Officer Commanding the troops 
or detachment certifies the rate, and also the fact that the coin 
has been issued in part of pay. (Art. 597.) 

i, 

Q. 344. — Explain tho object and working of small coin 
depdt. 

A . — Small Coin Depot . — Depbts and s\ibdep6ts for the cus- 
tody of small coin have been established at cufrency offices, trea- 
suries and other places. Where such a sub-depdt is in charge 
of a Collector or Treasury officer tho balance, the accounts and 
the transactions must be entirely separate from those belonging 
to the treasury (Art. 599), no coin may be paid into, or out 
of a small coin depot or sub-depot without the orders of the 
Accountant-General and no small sum than Its. 10,000 may be 
paid into one without tho sanction of the Comptroller-General 
(Art. 600.) 

The account of the depot or sub-dep6t will kept in 
Form 79, every transaction being entered at the time of is 
oceuiTence, and the new balance deducted. (Art. 601.) 

On every day on which a transaction occurs, a slip, being a 
copy of the entry of the transaction in the account^ with the 
balance before and after it, will be despatched to the Account- 
ant-General. (Art, 6P2.) 

Q. 345,— What are the rules laid down in the CiVil 
Account Code for the storage of coins at treasuring ? 

A*— The following are the authorized methods c$ storing 
om in strong ro^ns m t*^^ies?*p 
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(1) In bags of uniform contents, placed in strong iron 
•bones or safqp, or wootfen chests* or built recesses or wells, each 
of which has twd independent lqpks, both of which must be 
opened before access is obtained to the pon tents. One of the 
keys to remain in charge of the treasurer, the other of the 
gazetted officer in charge. # ^ 

^(Q) In bags of uniform contents piled iijjon trestles. This 
method is not admissible unless every door, window, drain, 
sky light, ventilator or other aporturein the walls of the strong 
room are so clo3ed as to prevent the insertion of any rod or 
instrument within the rcfom. 

* 

(3) Temporarily in bones prepared for remittance, in the 
manner prescribed in Art. 644. (Art. G03 b.) 

Q. 346. — State the rules prescribed for storage of coins 
in strong roomB \ 

A. -r-The following are the rules : — * 

(1) The 5oor of the strong-room must have double 
locks, one of the keys fo bo kept by the Treasury 
officer and the other by tho treasurer. 

(/2) Without tho special permission of the Local Gov* 
eminent, no place shall be used^is a strong room 
unless it is first certified to be secure and fit for 
use as such by an Officer of the Public Works 
Department not under the grade of an Execu* 
^ tive Engineer. 

(3) The District Superintendent of Police, or the Com* 
manding Officer of the Gu ird, if a Military one, 
shall record an order prescribing tho position 
of the sentries and may also require any addi* 
lional precautions to bo taken in the strengthen- 
ing of fastenings, burning ot lights, Ac., but the 
responsibility for the security of the building 
and its fixtures shall remain with the Executive 
Engineer and that for the security of chests, Ac.* 
shall remain with the officer in charge of the 
treasury. V 
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(4) Copy of the Executive Engineer’s certificate and 
of the DislricUSuperintendent’s (pr Command-* 
ing Officer’s)^ order shall bfe suspended in a 
conspiouousfplace within the strong-room, * 

(.S) The Executive Engineer’s certificate will be in 
force forHwelve mouths only and will be 
renewed when the period is expired^, -*** 

(6) The doors and windows of the strong-room fthall 

remain permanently closed and locked, except 
during the time necessary for moving coin or 
« other valuables into or out of it, 

4 

(7) As an exception to the above rules, the opening 

of the shutters is permitted during office hours, 
iii the apperture which is otherwise barred, if 
it is necessary for the admission of light or air 
to any other part of the building, provided that 
coin or valuables remain securely packed under 
lock and key. (Art. (50d.) 

Q. 347. — State the rules prescribed for the management 
of reserve treasuries and currency strong-rooms ? 

A. — The following rules apply to the management of 
reserve treasuries and currency strong-rooms : — 

(a) The bulk of the coin is to be kept in a reserve 
strong-room, of which one of the keys, both of 
the room and of the boxes, remain® in custody 
of the Accountant-General or Deputy Commis- 
sioner of Currency j the other in charge of the 
treasurer. Every such strong-room in addition 
to being locked shall be sealed ; and the outer 
room must never be opened, shut, sealed or 
unsealed, otherwise than in the presence of the 
Noncommissioned Officer in charge of the 
Guard. 

(i) Coin sufficient for carrying on the work for a fort- 
night shall remain in charge of the officer of the 
w treasury or currency, the bulk of this being kept 
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in a strong-room under the double look of the 
officer i\i charge and treasurer. 6 # 

(c) Whin the officer ipj charge desires access to the 

reserve sljfong-rocm, he , should apply to the 
Accountant-General or Deputy Commissioner 
for the Ifeys of thatvoop. which will be sent to 
him in a closed box or cover or will be delivered 
personally. 

(d) After each visit to the reserve strong room, the 

officer in charge will return the keys to the 
Accountant -General or Deputy Commissioner 
and will report upon the state of the strong- 
room, the locks and the seals. 

(c)«The reserve strong-room must never remain for 
twenty days continuously without being visited 
and inspected. 

# (J) The requisition and the reports will be kept in a 
book set apart for the purpose and in the cus- 
tody of the officer iu charge, (Art. GOA) 

CHAPTER 30. 

Currency Notes. 

Q. 3t8. — Wluit are the general rules regarding the re- 
ceipt and issue of Government currency notes at a treasury ? 

A. —Payment of Government dues can be made in Govern- 
ment currency notes of any issue, irrespective of presidency or 
circle. Railway companies too will receive notes of any circle in 
payment of fares and freights and the officer in charge of a 
treasury into which such company pays its earnings will receive 
notes so earned. (Art, 600.) 

(1) A Treasury Officer may supply to all comers, 
without enquiry as to their intentions, such 
notes as he may have fit for issue, 

^2) Whenever the Treasury Officer is satisfied that 
no inconvenience can be caused to the treasury 
by the encashment of any notes likely to be 
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presented, a placard in English and the verna- 
cular notifying that he*is prepared to give cash 
for notes should be exhibited in some conspi- 
cuoivs placer, 

(3) At deficit tieasuries currency notes ought not to 

be cashed except so fur as it can be done with- 
out expense or inconvenience. 

(4) Notes, home and foreign, to a limited extent may 

be cashed for the convenience of travellers when 
the treasury is unable to cash them for the 
general public. 

(5) Cut notes should never be issued to the public 

without being first joined by a narrow strip 
of paper gummed across the whole breadth. 
(Arts. 60S and 609.) 

Q. 349. — When should a branch of a Presidency Bank’s 
cash currency notes free of charges and how are such note, 
disposed of 1 

A.- -When an Accountant General is prepared to lay down 
a named amount of silver free at a branch of a Presidency 
Bank, that branch will cash, free of charge, notes of all circles 
up to the named amount ; the notes would be held apart from, 
and above, the ordinary balance, and be remitted to such 
treasury as may be agreed ou. (Art. 610.) 

♦ 

Q. 360. — Wliat are the rules for the custody and issue 
of currency note* 1 . 

A. — Notes that require registration must be kept in the 
order of receipt, in bundles according to denomination, each 
bundle containing not more than 100* They mnst be re-issued 
to the public, or remitted to another treasury in the same order. 
If any such notes Ire under double looks, the treasurer ^must 
baud over ail his receipts to be placed under double looks, and 
shay issue only such notes*— namely* those which have been 
longest: in the Treasury officer's custody— as a*e delivered to 
Isiin for tho . ' ‘ 
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If notes are received in a remittance by halves, 
treasury offi<jer “will join them > they are re-issuable, if not 
otherwise defective. Damaged nqtes should be separated from 
the gtjpd ones, and should not be re-ijssned and notes mutilatod, 
altered, or wrongly joined, should be refused. (Arts. 612 and 
613.) 

Q>35l.— How are non-issuable notes disposed of by 
Treasury officers ? 

A. — ffotes that are much soiled or worn should not ordi- 
narily be re-issuud to the gpublic, but sent to the Treasury at 
the head-quarters of the local Government (or otftier treasury 
named by the Accountant-General) in the first remittance 
made thither. The Treasury Officer at the head-quarters of 
the currency circle will exchange all cut notes he receives for 
whole ones. When there are in a treasury notes of other 
circles not fit for issuq, they should be cut and remitted by 
halves to the treasury at head-quarters of the currency circle, 
who will cash them at the currency office, if it is cashing foreign 
notes, or else will remit them under instructions from the 
Accountant-General, to Calcutta, Madras or Bombay. (Arts. 
146 and 616 .) 

Q. 352. — Describe the procedure to be adopted when a 
currency note of which notice of stoppage has been received 
is presented, and what is the opinion of the Advocate- 
General, Calcutta, on the point ? 

A. — If a note be presented of which notice of stoppage has 
been received, the presenter should be asked his name and 
address* the name and address of the person from whom lie 
received the note, and the circumstances under which he received 
it; but unless his answer give ground for doubt that he came 
by it honestly, it should be accepted, though a notice should be 
given to the Police and to the office of issue, that a certain lost 
notO'has been presented. That office will remove the note from 
the list of lost notes, and will place the loser in communication 
with the police, but then will leave him to take such action 
peems to him |ood. 
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t i The following is, the opinion of the Advocate- General, 
Calcutta, on the point : — 

If any Government Treasury officer receives a currency 
note of the alleged *loss of which tie has received notifce, lie 
should enquire of the person tendering it in payment as to the 
circumstances under which lie got tlife note. If he gave value 
for it, and there is no reason to suppose from his statement* that 
he i'ecrived it otherwise than in good faith, it shoul’d be 
accepted by the Government officer as a good legal tender. 

A person who takes the note in«good faith, and for con- 
sideration, will have a title to it, notwithstanding he may have 
seen it enumerated in the list of lost or stolen notes. But, if 
he takes the note with knowledge of its having been advertised, 
and does not mako reasonable enquiry, — that is, if he takes it 
under such circumstances as would fix on him the suspicion of 
participation in the fraud, — he could not make a good titlo to 
the note. And it follows that, if lie takes the note otherwise 
than in good faith, it is not a good payment, and lie may, and 
ought t.o, refuse it as a legal tender, unless he has reason to 
believe that the person tendering it to him lias come by it 
honestly. t 

Q. 353. — How many registers should be kept for the 
purpose of recording the issue and receipt of currency 
notes ? What particulars should be recorded in them *' 

A. — For each denomination of notes, of the value of Rs. 50 
and upwards, two registers should be kept, one for notes of the 
home circle, the other for notes of other circles, wherein the 
name of every person presenting or receiving a note, and every 
note received, whether from the public or from another trea- 
sury, should be recorded. The number of the series, and the 
number of the note $hould also be entered in the column pro- 
vided for the purpose. (Arts. 617 and 618.) , 

Q. 354.— What are called defective notes and what 
should a Treasury officer do when a mis-matcfied note is 
presented at a treasury. 
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A. — Half mutilated, mismatched or altered notes are call <*1 
* defective notes. ^Such notes pttould never be received in pay- 
ment of Government dues or cJshed. The holder Should bo 
advfifed to apply to the currency office of the circle to which the 
notes belong for instructions regarding the procedure under 
which the value of such notes can \h seme cases be recovered. 
(Aft. 621.} 

Q*. 355.— What is the course adopted by a currency 
officer \yhen a person claims payment of a note which has 
been lost or wholly destroyed ? 

A. — When a person claiming payment of a note which he 
is unable to produce can satisfy the Head Commissioner beyond 
all reasonable doubt that the note (which must be absolutely 
identified) has either been destroyed or lost under such circum- 
stances, that there is no probability of its ever being presented 
for payrpent, the Head Commissioner may direct as follows : — 

(1) That after two years from the first advertisement of 

the loss, the value of the notes may be paid. by tho 
currency officer, and invested, if possible, in Govern- 
ment securities, or, if the amount is too small, then 
paid into the Government Savings Bank. 

(2) That after twenty years from the date of advertise- 

ment, if meantime the note has not been presented 
for payment, the said investment, with accumulated 
interest (or the said deposit, if no investment has 
been made) be delivered to the claimant or his 
assignee, or other legal representatives, upon a bond 
of indemnity with two personal sureties attached. 

Claimants in respect of notes so lost or destroyed should be 
informed accordingly, and should be advised to apply to the 
currency office of the circle to which* the notes belonged. 
(Aft- 622.) 

Q. 356, — flow often should a return of the receipt and 
is&ao of ^currency notes be submitted to the Accountant- 
general f What test should be applied $o the register 

/ '21 ' ■ " ■ 
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k^pt to assist in the preparation of ^ the above return to 
ascertain whether it has beert qorrectly kej)t ? r 

A.— The return should f be submitted quarterly to the 
Accountant- General • 

c 

The test is that tha opening balance plus total of receipts 
should be equal to the closing balance plus total of issues. (Art. 
624.) . 

Q. 357. — -What rules are proscribed for the management 
of currency agencies ? 

A.— -The following are the rules for the management of 
currency agencies : — 

(1) The currency chest should not be opened daily ; 
once a week or even once a month will suffice. 
The ordinary exchanges with the public should 
be made by the Treasury’; the currency chest 
being used as a reserve wlien the proportion of 
notes or coin in the treasury becomes inconve- 
niently large. (Art. 628.) 


(2) The notes issued from each agency will be dis- 
tinguished by a small stamp impressed at the 
circle office, shewing the number assigned to 
the agency ; such notes should never, save in 
very exceptional circumstances, be refused 
encashment at the office where they were issued. 
If notes are brought from a distance in such 
quantities as to absorb the whole amount of the 
coin available, the Treasury officer should 
take care to cash at the currency chest such an 
amount of the notes held in his treasury balance 
»s will liberate an amount of coin sufficient to 
meet ? hese local notes tendered for exchange. 
Such necessity should at once be reported to £he 
head office of the circle. (Art. 629.) 

• 

(8) The currency chest hqok, or a duplicate of it, 
should be kept in tte chest, and the balance 
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proved^and signed at every transaction. A slip 
ir^ the same fornl signed by the treasurer and 
officer holding tile second key, must be sent to 
the head office of ifhe cirdle whenever the chest 
is opened. Any transactions in notes of foreign 
circles should be entered in red ink, and on the 
reverse of the slip should be shewn details of 
the circles to which they belong. 

(4) Copper coin must never be deposited in the chest, 
but a reasonable portion of the reserve may be 
* kept in the form of small silver coin. 

(,*>) The exchanges which the chest should be always 
in even hundreds of rupees and the transaction 
should, if possible, be avoided in the last few 
days of the month, so that the correct closing 
monthly balance may always be known at the 
head office. — If important exchanges take place 
too late for the slip to reach the head office by 
post, the transaction should be telegraphed 
shortly to Currency Commissioner. 

(6) The currency chest balance should be verified 
monthly except when it is deposited with a 
branch of a Presidency bank in which case the 
balance need be verified on March 31st, and 
September 30th. (Arts. 023 and 633.) 

Q. 35q. — W hat are the general rules regarding the receipt 
and issue of Government currency notes at a treasury ? 

A. (1) Payment of Government dues can be made in 

Government currency notes of any issue, irre- 
spective of presidency o $ circle. Railway com- 
panies too, will receive notes of any circle in 
payment of fares and freights, and the officer 
in charge of a Treasury into which such Com- 
pany pays its earnings will receive notes so 
earned (Art. 606.) 



164 


CUfcBBttCY NOTES. 


[chap, 30. 


(2) A treasury officer may supply to all comers 

without enquiry, as to their ^ intentions, such 
4 noteB as he mfcy have fit for issue. (Art. 608.) 

(3) Although no person h&s a legal claim to obtain 
4 cash for a note presented at a Government 

Treasury, Government f desires that this accom- 
modation be given when convenient. (Art. 

609.) 

Q. 359.— Has every one a legal right to demand oash for 
notes a£ a treasury. 

A . — Vide Ans. (3) to Q. 358 supra. 

Q. 360. — What are the rules about cashing currency 
notes presented at a Government Treasury and about the 
custody of notes in a treasury ? 

A. — Although no person has a legal claim to obtain cash 
for a note presented at a Government Treasury. Government 
desires that this accommodation be given when convenient. 
Accordingly, whenever the Treasury officer is satisfied that no 
inconvenience can be caused to the treasury by the encashment 
of any notes likaly to be presented, a placard in English and the 
Vernacular notifying that he is prepared to give cash for notes 
should be exhibited in some conspicuous place. Care should 
be taken that no corrupt or undue preference be shown to any 
individual. (Art. 309.) 

* 

Home notes, if in good condition, may be re-issued as con- 
venient. Those which require registration under Art. 617 
must be kept in the order of receipt in bundles according to 
denomination, each bundle containing not more than 100; they 
must be re-issued to the public or remitted to another treasury, 
in the same order # * # # (Art. 612.) 

Cut notes should, before receipt, be joined by a narrow 
strip of paper gummed across the whole breadth, but if they 
are received in a remittance by halves, the Treasury officer 
Will join them ; they are re-issued if not otherwise defective, 
^paiuagad notes separatid from the good ones, and 
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should not be re-issued^ and notes seriously mutilated, altered, 
or wrongly jdined | should be refused. (Art. 613.) 

Q § 361. — To what extent shot Id a Treasury officer regu- 
late the issue of home * circle notes irom this treasury? 

What does he do with foreign circle notes received ? 

• * • 

*A. — (1) A Treasury officer may supply to all comers with- 
. ’ out enquiry as to their intentions such notes as 

he may have fit for issue. (Art. 608.) 

(2) Notes much soiled or worn should not ordinarily 

be issued Ijo the public. (Art, 6\4 ) 

(3) Notes of other circles will not ordinarily be issued, 

if however special application is made for such 
notes, and those in hand are in good order, 
there is no objection to issue. (Art. 615.) 

(4) Foreign notes not fit for issue or not likely to be 

applied for should be cut and remitted by 
halves (See Art. 657, C..A. C.) to the treasury 
officer at the head-quarter of the currency 
circle who will cash them at the currency office, 
if it is cashing foreign notes, or else will remit 
them under instructions from t£e Accountant- 
General to Calcutta, Madras or Bombay. (Art. 
616, C. A. C.). 

Q. 362.— May a Treasury officer ever issue foreign circle 
notes ? 

A.. — Vide Ans. 3 to Q. 361 supra. 

Q, 363.— What procedure is to be observed by a trea- 
sury in receiving a currency note, and when may it be 
reissued ? 

A. — The name of every person presenting or receiving a 
Hotel of tie value of Rs. 50 or upwards at any Government 
Treasury should be recorded. Accordingly for each denomina- 
tion Of notfs except the lowest three, two registers in Form 81 
should be kept one for notes of the home circle, the other for 
notes of other circles, wherein every note received, whether 
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from tlie public or from another treasury should be recorded 
accordingly. 

If a note be presented of which notice of stoppage has jbeen 
received, tlic presenter should be asked his name and address, 
the name 'and address of the person from whom he received the 
note, and the cii*cums£an<!bs under wWh he received it ^but 
unless his answer give good ground for doubt that iie came by 
it honestly, it should be accepted, though notice should be given 
to the police, and to the office of issue, that a certain lost note 
has been presented. That office will f remove the note from the 
list of lost notfes, and will place tlie loser in communication with 
the police but then will leave him to take such action as seerns 
to him good. (Art. 619.) . 

Notes much soiled or worn should not ordinarily be issued 
to the public but sent to the treasury at thu head-quarters 
of the Local Government (or other trc.isuny named by the 
Accountant-General) in the hist remittancecnade thither. The 
Treasury officer at the head- quarters of the currency circle will 
exchange all cut notes he receives for whole ones. (Art. 61k) 
Notes of other circles will not ordinarily be issued, if, how- 
ever, special supplication is made for such notes, and those on 
hand are in good order, there is no objection to issue. (Art. 

615.) 

Q. 364. — Explain the term — Surplus Note Remittance. 

^ When there are in a treasury notes of#other circles 

not lit for issue, or not likely to be applied for they should be 
cut and remitted by halves (see Art. 657) to the Treasury 
officer at the head-quarters of the currency circle, who will 
cash them at the currency office, if it is cashing foreign note s 
or else will remit them under instructions from the Accountant- 
general to Calcutta, Madras, or Bombay. (Art. 616.) 

Q. 365. — What action should a Treasury officer take 
when a stopped note is presented for payment ? 

^ If a note be presented of which a notice ctf stoppage 

has been received, the presenter fcbould be asked his name and 
address* the name and address of the person from whom he 
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received the note, the circumstances under which ho receive*} 
it ; but, unless his answers give ground for doubt that he came 
by it honestly, it should bo accepted though notice fcJiould be 
giverf^o the police, and to ^he office*of issue, that a certain lost 
note has been presented. That office will remove the^ote from 
the list of lost notes, and ivill place tlfe loser in communication 
withTthe police but then will leave him to take such action as 
seems to him good. (Art. 619). 

Q. 36C. — What are “ Stopped ” currency notes ? 

A. — Stopped currency notes are notes about the alleged 
loss of which potice has been received at a Government Trea- 
sury. 

Q. 367. — When and how may payments be made on 
notes wholly destroyed ? 

A — The state is legally under no obligation to pay a 
currency note whic^i cannot be presented, but when a person 
claiming payment of a note which he is unable to produce can 
satisfy the Head Commissioner beyond all reasonable doubt 
that the note (which must be absolutely identified) has either 
been destroyed or lost under such circumstances, that there is 
no probability of its ever being presented for* payment, the 
Head Commissioner may direct : - 

(1) That after two years from the first advertisement 

oE the loss, the value of the note may be paid 
by the currency officer and invested, if possi- 
ble, in Government Securities, or, if the amount 
is too small, then paid into the Government 
Savings Bank. 

(2) That after twenty years from the date of adver- 

tisement, if meantime the note has not been 
presented for payment, the said investment, 
with accumulated interest (or the said deposit, 
if no investment has been made) be delivered 
to the claimant or his assignee, or other legal 
representatives, upon a bond of indemnity with 
two personal securities attached. (Art. 622.) 
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b Q. 368. — What is a paper currency agency f Give the 
rules as to the custody of coin, and notes ip it P 

• i 

A. — At some important stations currency agencies Jiave 
been opened to afford facilities to &ie public for exchanging 

coin for notes, or notes foy coin. 

1 * * 

When the District Treasury is in charge of a branch o&the 
presidency bank, the currency chest must be therff too, lacing 
opened, when necessary, by the Treasury officer (Art 625.) 

A separate chest must be set aside for the ourrenoy 
department fpnds, the notes being placed in a tin box within 
it. The whole must be kept entirely distiifot from the 
treasury balance. 

This oheBt should always contain the same tfotal amount. 
Coin may be taken out and notes deposited vice versd , or 
one description of notes or coin may be exchanged for another ; 
but except under special orders of the Head or Deputy Com- 
missioner of Paper Currency, the total amount in the chest 
must never be altered. 

One key of the chest must be kept by the Collector or 
some other gazetted officer who is not in personal charge of 
treasury balanoe, (Art. 627.) 

Q. 369. — Explain the object and working of temporary 
currency chest. 

A. — A currency cheBt may be temporarily established 
at a treasury where none has hitherto existed, by an order 
issued under Art- 634 to transfer coin from treasury to 
currency, In such case the coin must be held quite separate 
from the treasury balanoe, under Art. 627 ; a currency chest 
book must be opened, a slip sent to the head office of the 
circle, and a verification of the balance made reported under 
Art. 633, except with the permission of the Commissioner or 
Deputy Commissioner of the oircle ; exchanges of coin for notes 
may not be made at a temporary currency chest opened under 
the last rule. (Art. 635.) 
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CHAPTER 81. 

Resource ‘and Remittance. 

## Q. 370. — Describei briefly * the method of preparing a 

resource estimate. • 

• • • 

% A. — To enable the Accountant-General to keep the 
treasuries in funds, resource estimates are submitted to him by 
each Treasury officer, at the beginning of each month, of the 
balances, receipts, and expenditure of that and two succeeding 
mouths. These estimates should be prepared and desaptched 
not later ^han the 3rd of each month. (Art. 638.) 

Q. 371.— How are cash remittance classified ? 

A. — Cash remittances are of the following kinds : — 

(1) Money (i.e., specie or copper coin or note?) is sent 

, from treasury (or coin dep6t) A, to treasury 

•(or coin dep6t) B. 

(2) A payment is made at treasury A, to a bank in 

consideration of an equal amount being received 
by treasury B from the same bank or a 
branch thereof. 

(3) A payment is made at treasury A to the Currency 

Department in consideration of an equal amount 
being received by treasury B from the 
Currency Department, 

If treasury A and treasury B are in the same provinces, 
the remittance is a “ Local Cash Remittance ; if they are • 
in different provinces, the remittance is a u foreign Cash 
Remittance.” (Art. 639). 

Q. 372. — Explain foreign remittance. 

A,. — Foreign remittance means cash remittance from a 
treasury in oue province to a treasury in another province, 
(Art. 639.) 

Q. 373.— Into how many kinds are cash remittances 
classified ? 
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Distinguish between a local And a foreign cash 
remittance, and when is it th6 duty of thq, Accountant- 
General to * say whether a Remittance is “ Local” or 
"’Foreign"? f * t * c 

A.— -Cast remittances ar^ classified into three kinds : — 
(a} Me my (t*e. f apedte, of copper coin, or notes) 
sent from treasury (or coin dep6t) B. « 

(6) A payment is made at treasury A to a bank in 
consideration of an equal amount being received 
by treasury B from the same bank or a 
branch thereof. < 

(c) A payment is made at treasury A to the Currency 
Department in consideration of an equal 
amount being received by treasury B from the 
Currency Department. 

If treasury A and treasury B are in the same province, 
the remittance is a “ Local " cash remittance ; if they are in 
different provinces the remittance is a 14 Foreign ” cash 
remittance- 

When an Accountant-General orders a remittance of 
the second or third kind above mentioned, he will always 
mention whether the remittance is 44 Local " or M Foreign.” 
(Arte. 639 and 640.) 

Q. 874. — When and how are specie remittances made 
from a treasury? 1 

• A. — Remittances of cash or notes to or from a treasury, 

are made only on orders (either standing orders or Bpeoial 
orders) of the Accountant-General. (Art. 641.) 

* Treasure should be packed for remittance in stout bags, 
tied and sealed after a £lip of paper has been placed in each, 
naming the treasury at which it was packed, the tale and 
description of the contents and the name of the person who 
counted the contents ; the Treasury officer must sattefyjbimself 
gea^wify df the oontew la of the higsand must sec that the 
proper number of bags ia placed in each hog* , (Art. 648.) 
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Eqp journey by road the bags may fee pacfced m Areasuee 
tumbrils ior in large chests placed m ewsts, at Aba Aoor of itita 
treasney i» the presence of tfee treasury e&eer ;«&>? jfwraejps 
Ay mil or boat, and aj|p (if wMvem& ut) for journeys by stead, 
they should be packed in stout bpxes capable pf containing 
Re. 4*000 to Rs. 6,00® each nadle£ down and bound with dyon, 
^Without gunny covering or ropes, and the hoops should fee 
inverted or nailed together where they cross ; every feox should 
bear the name of the despatching treasury ,cut into or painted 
on if with a number. (Art 644.) 

Invoices will fee^prepared in triplicate and wRI sA*te ttfee 
marks on every tumbril or chest, the number and contents of 
each and the marks, gross weight and .content# of every box ; 
one copy should be retained, another should he despatched 
by post on the same day to the receiving treasury, and the 
third made over to # the escort officer. (Art. 647.) 

the escort officer will count the bags a# they are being 
stowed in tumbrils or chests, or will see the ’boxes weighed. Be 
will sign the receipt at the foot of each copy of the invoice as 
responsible for “ bags packed in tumbrils, or 

boxes of marks and weights detailed above, said to 
contain coin to the value of Rs. *; ” the Wanks will 

be filled up in words, and if the escort officer be ignorant of 
English, he should be required to write the numbers of the bags 
*or boxes whigh he has received in tbe vernacular, <on the copy of 
the invoice to be retained by the treasury officer. (Art. d50.) 

Q. 375,— -What are remittance orders and what should 
Treasury officers do on receipt of such orders ? # 

A.— Remittance orders are remittances of cash or notes, 
:that are made on orders, of tbe Accou^antnC^oesal, tern* from 
a treasury. 

* immediately on receipt of a remittance order from tbe 
Aeoeuutant^&eneral, the police department should be informed 
kind and amount off the treasure to be remitted, end 
iMAeed for a sufficient escort. , Any officers on the line of march 
from whom assistance may be required should be advised by 
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the despatching office, which should also warn the receiving 
office of the exact date of expected arrival, in ordeiothat any 
necessary airangements may bo made such as provision of 
carts, or a guard of sufficient strength Ijpr treasure arriving toy 
rail. (Arts* 641 and 642.) 

Q. 870. — How should Measure be packed for remit- 
tance ? 

A- — Treasure should be packed for remittance in stout bags, 
tied and sealed after a slip of paper lias been placed in .each, 
naming tho treasury at which it was packed, the tale and 
description of the contents, and name of the person ybo count- 
ed the contents ; the Treasury officer must satisfy himself 
generally of the contents of the bags, and must see that the 
proper number of bags is placed in each box. (Art, 643.) 

For journey by road the bags may be packed in treasure 
tumbrils, or in large chests placed in carts, at the door of tho 
treasury in the presence of the Treasury office^ for journey by 
rail or boat, and also (if convenient) for journey by road they 
should be packed in stout boxes capable of containing Rs. 4,000 
to Rs. 6,000 each, nailed down and bound with iron without 
gunny covering or ropes and the hoops should be revitted or 
nailed together vfluerc they cross ; every box should bear the 
name of the despatching treasury cut into or painted on it 
with a number. (Art. 644.) 

Q. 377. — Describe briefly the procedure to be allowed in 
making remittance of currency notes. * 

A. — When it is possible to send whole notes along with 
f a specie remittance, or when notes not yet cut, to a considerable 
value, are being despatched between stations on the line of 
railway or along a road on which means of rapid transit are 
available, they should be placed flat between boards, wrapped 
in paper, folded in wax cloth and then carefully sealed. This 
parcel should be placed in a small wooden box, which should be 
securely fastened and sealed, and so secured should be made 
over to the guard furnished by the District Superintendent of 
Police under the regulations of his own department. Whole 
should never be remitted by post. (Art. 656.) 
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. A smaI1 remittance, fyjwever, or one of notes already cntf, 
may be sent by post., After completion of the invoice (Art. 059) 
the notes should be cut in half, the feft-hand halves packed in 
paper aid wax cloth, sealed, fand despatched with the invoice 
by parcel post. The right-hand halves should be similarly 
packed at the same time and* kept underAoifble-locks till receipt 
of acknowledgment of the left halves, when the packet contain- 
ing the'right-hand halves should also be despatched by parcel 
post, (Art. 657.) 

In packing parcels of notes for remittance from one treasury 
to another great care should be taken. Those of each denomi- 
nation must be arranged in order of series anil number, and, 
when a large supply of any denomination is being sent, they 
should be stitched by one edge into books of lOO. Notes of 
different circles should be put up in separate bundles. The 
bundles should then be bound together in parcels as large as is 
consistent with Post .Office Regulations, and a copy of the 
invoice, omitting the series and number of the notes must, be 
packed up with each parcel. (Art. 658.) 

Q. 878.— How arc small remittances of cut ourrency 
notes made ? * 

A. — Currency notes should be cut in half, the left-hand 
halves packed in paper and wax cloth, sealed, and despatched 
with the invoice by parcel post. The right-hand halves should 
be similarly packed at the same time and kept under double 
locks till receipt of an acknowledgment of the left halves, when 
the packet containing the right-hand halves should be despatch- 
ed by parcel post. (Art. 657.) 

Q. 379. — What are the rules prescribed for packing 

paroelB of currency notes for remittance from one treasury 

to another ? 

« 

A. — In packing parcels of notes for remittance from one 
treasury to another, those of each denomination must be 
arranged in order of series and number, and, when a large 
supply of any denomination is being sent, they shpuld be 
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t) «titohed by one edge into books of 100. Notes of different cir- 
cles should be pat up ip separate b toadies. The bundles shoiftd 
then be bound together inqjarcels as large as is consistent with 
the Post Office Regulations (7,Q£)0 half notes can easily go in 
one parcel), and a copy of the invoice, omitting the series and 
number of the notes, ufpst be packed up with each parcel. 

r 

If the remittance is made to the Reserve Treasury in Cal- 
cutta, or to the Branch Reserve Treasuries in Madras or Bombay, 
the name of the treasury and the date of the invoioe should be 

stamped on the back of each note., (Art. 658.) 

• 

Q. 880. — What particulars are to be taktrn in preparing 
Invoice of Remittance of Currency Notes ? 

• 

A. — The invoice should set forth the detail of series and 
number under each denomination and circle, and should bear 
at foot a certificate from the Treasury officer that the parcel 
has been made up and sealed in his pw 3 senoe and that he has 
personally ascertained that its contents correspond with the 
invoice. (Art- 659.) 

Q. 381. — What steps are taken at a taeasury upon receipt 
of a specie* remittance ? 

A. — (a) Immediately on the arrival of a remittance of 
specie, credit for the invoiced amount should 
be given in the cash book, and advice (as pre- 
scribed in Art. 661), sent to Ihje Accountant- 
General the place whence the remittance is 
received being entered in the cash book, with 
the same specification as is prescribed for the 
advice, If the remittance be from, a mint or 
treasury, or small coin depfit or sub-depdt, 111 
another province, the receiving Treasury offi- 
cer will still send advice to the Accountant- 
General of his own province. A copy of the 
receipt given to the escortoffiear will he rent 
by post on % same day to the ^despatching 
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(b) The remittance must then be examined in detail* 

end when 1 the detailed examination is com- 
plete, a formal receipt will be sent to the de- 
spatching of^cer, 'If* the examina tion be net 
complete before the despatch of the cash balance 
report, not^ should be^made thereon that the 
remittance is not yet examined. 

9 

(c) Unenrrent coin found in the detailed examination 
, of a remittance should be dealt with under the 

rules m Chapter 29. 

(i) Admittance of notes is not to be credited till 
the second halves are received ; in this case 
•detailed examination should involve no delay, 
and the formal receipt can be sent at the time 
of crediting the amount. The arrival of a 
. parcel of notes or half notes must always be 
acknowledged by return df post. 

Half notes should be kept under double locks. (Art. 663.) 

If any deficiency is found in the detailed examination, and 
is not immediately recovered from the potdar in charge, it is to 
be charged in the cash book as a distinct item witJh full parti- 
culars as advances recoverable and the Treasury officer of the 
remitting treasury requested to recover the amount and credit 
it in his own treasury. (Art. 664). 

Q. 382.— If , on examination, a deficiency is found in the 
remittance, what action should be taken, and how should 
the deficiency be shown in the accounts ? 

A.— If any deficiency is found in the detailed examination, 
and is not immediately recovered from the potdar in charge, it 
is to be charged in the cash book as a distinct item with 
full particulars, and the Treasury officer *df the remitring 
treasury requested to recover the amount and credit it in his 
own treasury. (Art. 664.) 

9 

Q. 388 *-^-What precautions are to be taken in loading* 
treasure far despatch by rail ? 
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« A. — When the Government treasure is loaded for despatch 
by rail the doors on oi\e side of the wagons should, if possibFe, 
be secured from the inside, and all doors that can be opened 
from the outside shoiAd * be |:ecured by good Jfadlocks. 
(Art. 666.) 

The Treasury (or currency) officer will superintend, per- 
sonally or by substitute, the loading of the varyg, jointly with 
the police officer who is to travel in charge, and will hand to 
him a paper of instructions and as many blank receipts as 
there will be reliefs ; for these documents he will take a receipt. 
(Art. 667.) 


CHAPTER 32. 

Special Rules for Treasuries hanking with a Branch 
of a Presidency Bank. 

Q. 384. — What are the books and accounts kept at the 
branches of the Presidency Banks ; which is the most 
important of these and what particulars does it contain ? 

A. — The books and accounts to be kept will consist of 

(1) K scroll cash book. 

(2) A daily state, made up for despatch to the Collector. 

(3) An account in the general ledger, in the name of the 

Government of India. 

(4) A pass book, to be daily forwarded to and returned 

by the Collector. 

The most important of these is the “ soroll cash book,” 
being the primary record in which will be entered all receipts 
and disbursements on account of Government. The net amount 
only of documents paid, on which deductions have been made, 
will appear in this book, and except in the Madras Presidency, 
the total of each side will form the daily entries in the general 
ledger. (Arts* 679 and 680.) 

Q. 385. — How are sums on account of Government paid 
into the branch banks arufhow are they accounted for ? 
How long a fre ohalaps valid ? 
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A. — Any one wb^ has money to pay on account of GdMSrn- 
ment will lender the Qmount* at 4he office of the Collector, 
accompanied by a chalan, or fhemorandum of particulars in 
dujhicate (which, if necessary, *will b£ prepared in the office), 
The officer entrusted with the duty of examining4he chalans 
will, after examination, enter the/ chhlan in the appropriate 
register chalans issued (see Art. 705), and will write on both 
original and duplicate, the word “ correct ; ” he will then affix 
his initials to the chalan with the date, specify the head of 
account, and return original and duplicate to the payer, who 
will proceed with them to the Bank. There the money will be 
received and credited to the proper head of account, and an 
acknowledgment granted to the payer on the original chalan, 
the duplicate being retained by the bank and forwarded to the 
Collector with the daily account. Chalans are valid only for 
such time, not exceeding ten days, as may be fixed by the 
Collector ; if they are pi’esented after the allotted time, the 
mon’ey will not Be received by the bank until they are re- 
validated by the Collector. (Art. 684.*) 

Q. 386. — Where are the detailed accounts of Local 
Funds and Registers of Deposits maintained in places where 
there are branches of the banks and what should these 
banks do in such cases ? 

A. — The detailed account of local funds and registers of 
deposits are in the Collector’s, Magistrate’s and Judge’s offices, 
the bauk- ohly receiving the amounts tendered in accordance 
with Art. 684 and crediting them under their proper designa* 
fcion. (Art. 687.) 

Q. 387.— What is a supply bill and by what laws is it 
governed ? 

A. — A supply bill is a bill which is identical in form with 
an ordinary bill of exchange or draft. *It is governed by the 
law’s generally applicable to such instruments. (Note 1 
to Art. 688.) 

Q. 388%-How are civil charges on Government account 
made payable at banks an4 ban long ere peyment orders 

'28 ■/ ' ^ 
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valid*? What, is the responsibility of the bank in connec- 
tion with such payments ?» 


A — All charges for salaries, establishments, and continent, 
expenses of officers of the civil establishments, — that is , * 
Judicial. Revenue, Medical^, Education, Police, Ac , — will be 
presented to the Collector, in ‘the first instance, for examination 
The Collector, if he approves and passes the charge, will 
en face on the bill an order to pay a specified amount, which 
order will be recorded in a register of payment orderB issued, 
and will be numbered, dated, and signed The bill will then 
be returned to tfhe person presenting it, and will be, paid at the 
bank in accordance with tlie Collector’s order and for obtain- 
ing upon the hill a proper discharge from the payee. This 
discharge must, be in addition to the signature at foot of the 
bill. 


Payment orders arc valid only for a time, not exceeding 
ten days, fixed by tlie Collector ; if p resell tcd € af ter the allotted 
time, they will be refused payment by the brink, until re- 
validated by the Collector. At provincial capitals, civil charges 
may be drawn on cheques issued by the Accountant-General 
or Comptroller in favour of the payee. (Arts 690 and 69l ) 

i 

Q. 389. — Haw is discount on sale of postage and other 
stamps adjusted in the accounts in the bank. 


A- — Discount on sale of postage and other stamps is 
allowed by deduction from the amount paid in by the pur- 
chaser. The net amount will be received and brought to 
account under Art. 684, the receipted chalan being the payer’s 
authority for receipt of the stamps from the Collector. (Art, 
69 k) 

Q. 390. — What are the rules to be observed in the 
testing of remittances of coin made to agents of the bank 
from Government treasuries ? 

A.— The following rules are to be observed in the testing 
of remittances of coin made to agents of the bank from 
Government treasuries* They should be fully explained to the 
|>et4*rg in the charge of eyery remittance made to the bank. 
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(а) Weighment of boxes must be made, when psracti- 
* cable, on receipt of a. ^remittance from a mofussil 

treasury. The result of this weighmeht must be 
entered on fpe receipt givefi to the officer or potdar 
delivering over the remittance. » 

o * * 

(б) All treasure remittance^ from the mofussil will be 

examined in a room separate from the general 
business, or if a separate room cannot be made 
* available, some distance apart from the general 
business. „ 

( r) Che contents of each bag are to be emptied into 
another and passed through the scales. 

(d) TVfofussil potdars must see that the index of the 

scales is steady before the contents are thrown out. 

(e) The treasure is then to be secured in separate chests 

and Ijept distinct from other treasure, under the 
joint keys of the bank’s agent and of the mofussil 
treasurer's agent, until regularly examined and 
brought to account. 

(/) Nothing must intervene between the mofussil trea- 
surer’s agent and the bank’s examining potdars, 
so that an uninterrupted view may be obtained by 
the mofussil agent of the examination of the trea- 
sure in his presence. The mofussil treasurer’s 

t! 

agent should sit within the railed enclosure along 
with the bank’s examining potdars. 

(g) Upon completion of examination of a remittance, 

light coins should be weighed against full- weight 
coins, and a certificate of the result granted on 

the spot to the mofussil treasurer’s potdars. 

» 

( h ) Weighing and examining a remittance must be con- 

ducted separately, not simultaneously; the one 
* must be completed before the other be commenced, 
unless when two potdars are deputed to represent 
a treasury. 
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(i) If the work of weighing or examining be not 
finished within the 4&y» al/baga not Anally taken 
over by the bank will be placed in chests under 
double keys, th£ one to H} retained by the mof&ssil 
treasurer’s agent, the other by the bank’s author- 
ities. 

(J) The bank potdars who commence weighing and 
examining a mofussil remittance must continue at 
the same duty until completion of the examination 
remittance, or such portiop of it as has been taken 
over for examination ; their places jpust not be 
filled by others unless through unavoidable sick- 
ness. c 

(k) When a remittance is not accompanied by a pot- 
dar, the examination will be proceeded with by 
the bank’s officers in usual course. But the 
bank agent is entitled torcqAest the Collector 
to depute a clerk to be present at the examina- 
tion, and to see that it is carried out by the bank 
with sufficient precautions. 

« 

(J) The mofussil potdars, or agents, must, before 
finally leaving the bank, sign, in a book kept 
for the purpose, a memorandum of the uncur- 
rent and spurious coins, and # of any deficiency 
found after examination of their respective remit- 
tances. 

(m) Should mofussil potdars or agents find any of the 
above rules not complied with, or should impedi- 
ments of any kind be placed upon a free and 
open scrutiny of the proceedings during the 
examination by the bank’s officers or potdars, 
they are immediately to report the same to the 
bank’s agent. (Art. 699.) 
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J ft 

A. — The agent is required to send to the Accountant-General* 
* at the close oi each quarter, a rapor^of the foreign circle notes 
received from tfie public^ during the quarter in payment of 
Government dues : — 

(1) Before 10th January, a statement of the value of 

each denomination of currency notes held by 
him on December 31st. 

(2) Before 10th April, a statement showing the 

balance at credit of each Government officer on 
3 1st. Marcji who in his public capacity has a 
, separate account. This should include the 
accounts, if any, of Military and Public Works 
officers. (Arts. 700 and 701. ) f 

Q. 392.— What are the rules laid clown for Government 
Officers who require to keep a banking account ? Whose 

previous- sanction is necessary to enable them to do so ? 

. • 

A. — The following are the rules for Government Officers 
who require to keep a banking account. Such accounts must 
be kept with a Presidency Bank or a Branch of a Presidency 
Bank or, where there is no such Bank, then with any other 
Bank ; but in the latter case the money will be at the personal 
responsibility of the officer concerned, in the same way as if it 
were kept in his private custody : — 

J, — No officer of Government may have an account in his 
public capacity, with any bank without the previous 
sanction of the Accountant-General, Department' 
of Public Works, if he is an officer of the Public 
Works Department ; of the Controller, Military 
Acoounts, if be is Military officer ; 

Of the Civil Accountant-General or Comptroller in 
other cases. « 

If. — The permission will be given in the following case: — 

(L^ For the moneys and accounts of private or public 
institutions which arc financially independent of 
Government, mid for whibh Government is not 
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financially responsible, e 0 p. t dispensaries, grant- 
in-aid schools, regimental funds. * 

\2) For moneys raided by ^voluntary subscription for 
any public Ar quasi-jdiblic purpose. 

' „ . . * 

(3) To Political officers for moneys in respect of 

which they have transactions with 
chiefs ; but not for moneys employ elf in the* ordi- 
nary course of public service. 

c 

III. — The permission must not be given in the following 

<* 

cases : — 

(1) Where the money lodged in the private account 

is "drawn from the Government treasury for 

expenditure upon public account, or is received 

in order to be paid into the Government 

treasury, either as revenue or as deposit. 

*» 

(2) Whore the inonej forms part of a balance of an 

account submitted to the Account Department, 
or the receipts or outgoings are transactions 
of which the officer is bound to render an 
account to the Account Department. 

(3) Where the money, by law or any order of Govern- 

ment or of a Court of Justice must be deposited 
with, or held in trust by, any officer of Govern- 
ment in hiR official capacity. ^ 

(4) Where the money is advanced for contiugeut 

expenditure, or under the rules of the Public 
Works Department, to civil officers for Public 
Works expenditure. 

IV. — Other cases will be decided upon their merits, the 

principle^ be observed being that no transaction 
of receiptor payment in which Government is .con- 
cerned should occur otherwise than as a receipt or 
payment at a Government treasury, except upon 
some definite ground of convenience to the public 
service. The personal convenience of the officer 
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charged with the duty of making receipts or pjpv# 
ments is not % a ground* forjpermitting an account to 
be opened wither bankj (Art. 708.) 

Q. §93. — Name the oifcors wlfo are Exempted from the 
^ration of the above rules. 

— Private and Military Secretaries to Governors and 
Lieutfynant-Stovernors are exempted irom the above rule. 
Secretaries to Governments may sanction accounts in their 
own name, in an order of which a copy must be communicated 
to the Account Officer conperned, and which should state the 
nature of the rfoneyB kept in the account. 

The following. * officers are also exempted from these 
rules, viz , — • 

Administrator-General, Official Trustee, Official .Receiver, 
Sheriff, Account Officer, High Court, Original Side, and Govern- 
ment Solicitor, Madras*. (Art. 703 ) 


CHAPTER 33. 

Miscellaneous. 

Q. 394. — How are Basses and Mini coy Light duos levied 
and calculated and how are the realizations of these dues 
credited in Jlie accounts ? How are refunds of these dues 
made ? And to whom should requisitions be made for 
forms for use in the collection of such dues ? 

A. — These dues are taken at a tonnage rate of three-eighths 
of a penny for basses lights and one-eighth of a penny for 
the minicoy light, subject to an abatement or discount of 
25 per centum. Commission at 5 per cent, on the realisa- 
tionS'is credited to Customs, and the balance to the London 
Account. When a refund of these dues is made, the collec- 
tors of th^dues should show them in their statements of 
collections periodically sent to England, but, except, with 
the special authority of the Board of Trade, repayments 
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p.r ft not to be made without the production of the original 
receipts. One receipt far bath dues in (Form L. V. 7) should" 
be issued for each ship foif the sjime voyage, and one entry, 
without distinguishing tb-3 Basse^ from the Minicoy dues, 
should be made in the Account (Form L. V. 9). Requisitions 
for forma for use in the Collection o * the dues should in all 

f f,. 

cases be made to the Comptroller- General, who obtains the 
forms from England, (Art. 708.) 

Q, 395. — What are the rules to he observed respecting 
Light Dues Forms by the officers entrusted with the collec- 
tion of these revenues ? 

A. — The following rules respecting Li^ht Lues Forms are 
to be observed by tbe officers who collect these dues in India : — 

(1) The stock of Light Dues Receipt Forms to be 

retained at each port or outport should not 
exceed the number required for issue during a 
period of eighteen months ; but when one book 
of 25 forms is more than sufficient for that 
period, two such books should form the maxi- 
mum stock to be retained. 

(2) When applications are made to the Accountant- 

General for fresh supplies of such forms, the 
numbers of the forms on hand at the time of 
application should be stated, and when appli- 
cations are made by the Comptroller- General 
to the Board of Trade for supplies of forms for 
more than one province, the quantity required 
for each province should be stated separately. 

(3) Forms should be issued consecutively accor4ing 

to t£e printed numbers, the lower numbers 
being issued first, and not more than one book 
of 25 forms should be in use at the same time, 
if this can be avoided. Forms ofean earlier 
. iri i should^however, be used before those of 

. ... 
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(4^ Great cafe should^be exercised in the preserwfem 
8f thestV forms, Jancl any forms c^i&elled or 
defaced, ■iould, tggethe^ with the correspond- 
ing couzner parts, be attached to ihe accounts 
for transmission to* thp Board of Trade. The 
numbers of any forms lost or destroyed should 
' be stated, with an explanation on the accounts. 
The numbers of the unused Light Dues Receipt 
Forms od hand should bo quoted by Collectors 
and Sub®Collectors on each of their accounts 
for transmission to the Board of Trade. 
(Art. 709.) 

Q. *39*6.-VHow are the wages of discharged seamen 
detained in hospitals or jails to be accounted for ? When 
should credit be given in the London account for their 
wages ? 

\ . — The wages of discharged seamen detained in hospital 
or in jail should conVmue to be held in deposit pending pay- 
ment to them on their release. It is only when such seamen 
die ?n India, and their wages have to be accounted for to the 
Board of Trade, that Credit should be given the London 
account for their wages, or for the balance in hand at the time 
of their death. (Art. 711.) 

Q. 397. — State the rules laid down in regard to emi- 
grant’s remittances ? 

A. — Indian Emigrants to Crown Colonies are allowed 
to remit their savings through Government Agency. The 
remittances of emigrants of the Fiji Isles are paid through 
the Government of India. In return for money lodged 
with the Colonial Treasurer, the emigrant receives a money 
order payable at the local treasury jq ear eat to the resi* 
deqpe of the payee, which he must forward at his own risk 
to the payee. The Colonial Government forwards two lists 
of advicqg to India, one to its Emigration Agent and the 
other to the Comptroller, India Treasuries, containing parti- 
culars of name, age, occupation, and full address of both 
payee and remitter. On receipt, the Agent will deposit at 
24 
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tH^auk of Bengal the total^amount At the bafych of rtmit- 
tanceb, tfiijl at the same time inform^ the Comptroller, India 
Treasuries, of the fact of Ips kavii/* done so* The Ct*up- 
troJler, India Treasuries, will tben'issue the advices to the 
Troasnry officers eonceyne^ lor payment of the money ordeis. 
The Treasury officers mustf see that the particulars give] trA!* 
each advice correspond with tiie statement ol the^payuc, # an(l 
that a stamped 1 eceipt is taken lor all sums exceeding its. 20 
on the order itself. .No separate receipt is necessary. • 


The amounts when paid should 1/e charged separately lor 
each colony in the treasury account, and the ^Acpouutant- 
(ieneral of the province when debiting India -will also show the 
amounts paid on account of emigrants’ remittances Toi each 
colony separately. After the lapse of one year from the date 
ol issue of advice, the Treasury officers will return the advices 
of all unpaid money orders to the Comptroller, India Trea 
suries, who will return the amount thereof \»o the Emiguution 
Agents concerned for refund to the respe',tive remilteis. 


In the case of the Colonial Government, Mauritius, which 
has a direct account with the Government of 1 ndia, the J>ay* 
mentft will be inade by Government fVonl its own luuds and 
charged to the colony. (Arts. 711 to 710.) 

y. 398. — How are Examination Eees tendered, refunded ? 

A.— If the amount, or any part of it, is to be refunded, 
a certificate will bo endorsed upon the original* receipt by 
the Secretary to the Board of Examiners, specifying the 
amount to be refunded ; and the amount so authorised will be 
paid on the presentation of the original receipt so endorsed, at 
the Treasury whence it was issued — the leeipient giving his 
receipt below the endorsement. If the original amount was 
paid into a Presidency Bank, the refund m will be made (in 
accordance with the above procedure) by the Accountant- 
General. (Arts. 718 and 719.) 








